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DRAFTING ROOM 


Defense of the nation starts with the 
drawings and blue prints by which 
American architects and engineers 
translate their constructive genius 
into factories, aircraft, boats and 
armament. 


Production for defense gets off to a 
quicker start when draftsmen use 
“Chemi-Sealed” TURQUOISE .. . 
the drawing pencil which intensive 
research has perfected to enhance 
their skill and speed their hands. 


TURQUOISE SMOOTHNESS SAVES TIME 


for the rare waxes which lubricate every 
particle of its lead are permanently sealed 
in for swifter, smoother drawing under all 
climatic conditions. 


TURQUOISE STRENGTH SAVES TIME 


for lead and wood are super bonded to 
combine their strength against point break- 
age and to save the time-wasting tedium of 
excessive resharpening. 


TURQUOISE OPACITY SAVES TIME 


for it avoids the laborious inking-in once 
considered essential to good reproduction. 
TURQUOISE lines are so dense and uni- 
form that you get perfect black prints or 
blue prints direct from your pencil tracings. 


For DRAFTSMEN’S 
LEAD HOLDERS 


You can obtain TURQUOISE 
grading, smoothness and re- 
production quality in the 
neu’ TURQUOISE DRAW- 
ING LEADS ... five inches 
long, in one diameter to fit 
all standard holders. Grades: 
2B to 6H. 


‘Chomi-Seabed 


(SUPER BONDED) 


TURQUOISE 


DRAWING 
PENCILS 


* REG. U. S. PAT. OFF. 


SEND FOR FREE SAMPLE 
pencil or lead. Specify the 
grade desired, this publica- 
tion and the name of your 
regular supplier. 


To answer the above ad use QUICKMAIL COUPON No. 12 
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Tr function of streamlining is to save 


time and work—to insure the utmost in In manufacture and in function, Colum- 
service. Successful streamlining repre- bia Ribbons and Carbons are streamlined 


sents a combination of quality materials, manu- to meet the needs and the speed of mod- 


facturing skill and creative brains. ern business. Today, low performance cost means 


For example: Proctor’s new never-lift electric more than low purchase price. Whether your re- 
iron actually saves the housewife 5,000 lbs. of quirements for typewriter ribbons and carbon 
lifting in a single ironing day . . . Columbia’s 


Ribbons and Carbons insure the “office wife” a 


paper be of a regular or special nature, you owe 


yourself a Columbia performance-cost check- 
maximum output of quality work from her type- 


writer — beautiful letters — clear, clean carbon up. Write or phone the Columbia office nearest 


copies. you or Use QUICKMAIL COUPON No. 2 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC. 
Main Office and Factory: Glen Cove, L. I., N. Y. 


New York Sales and Export 58-64 West 40th St., Kansas City, Mo., Dwight Bldg. 


Factories: London, England; Sydney, Australia 


YPEWRITER RIBBONS & CARBON PAPERS” 
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INCLUDING INSERTS 


Ready for im- 
this streamline 29%) ead-edge con- ime 
“ase: ssisting, moisture n= 
"Will aot disco 
Reinforced gum 


and blank in 
indexes can be 


in 
REO 
cot’ eo? 


eSAVE TIME AND MONEY 
@ONE BOX DOES THE JOB OF EIGHT 
eCOST NO MORE THAN ORDINARY TABS 


After carefully investigating the needs of those who use index tabs, we decided to produce 
a more convenient and practical outfit. It is now ready and is being received with much enthusiasm. 
The set is so prepared that you now can take care of your indexing in less time and at about 
half the regular cost. 


The Justrite “Crystal Clear” Index Tab saves time because of the ready-printed inserts— 
figures 1 to 31, months of the year, letters A to Z and a complete set of state names. These extra 
features are only a part of our new index tab. Let’s consider the convenience of the handy color 
kit. It enables you to make indexes in any one of 7 colors without buying an extra set. Our 
index tab package contains a complete color swatch—always ready for use. And it’s so simple to 
make colored indexes! Remove the index, select the color wanted from the swatch, fold it over 
the index and slip back into the tab. 


Inspect the bead-edge on our non-inflammable index tab. 
Remember it will not crack or become discolored. It will 
always remain “crystal clear” until you decide to make a 
color change by means of our handy service kit. Note the 
reinforced gummed linen to hold the tab on anything to which 
it is attached. Keep in mind the completeness of the Justrite 
“Crystal Clear” Index Tab and compare it with any now 
on the market. 


[any | 


BUY A PACKAGE TODAY FROM YOUR 


FAVORITE SOURCE OF SUPPLY LOUIS M ELI ND Cc 0. 


Insist on genuine Justrite Index Tabs ’ 


HANDY 
SERVICE KIT 


For use with JUSTRITE INDEX TABS 


Index colors may be changed as often as desired 
without changing the plete tab or buying of 
colored index tabs. With the JUSTRITE meth- 


od you merely choose color strip wanted from 
the d da Huleaid 


swatch, remove 
the index from the tab and fold the colored strip 
to fit over it, then slip both back into the tab. 
Another feature of this kit is the ready-indexed 
inserts with months, | to 31, and state names. 
This JUSTRITE HANDY SERVICE KIT is included 
in each carton of JUSTRITE INDEX TABS. Take 
full advantage of this new, practical method of 
making colored and special indexes quickly. 


@ THIS KIT CONTAINS e 


Seven feet of t t infl bi. 
non-fading, colored stiles. . one foot each 
red, blue, green, yellow, orange, pink, amber 


Ready-indexed inserts of the twelve months 
Ready-indexed inserts of days from | to 31 
Ready-indexed inserts of all the 48 states 


@ DIRECTIONS FOR USING e 


It’s easy to make colored indexes. Select color 
wanted from celluloid color swatch, fold to fit 
over the insert and slip into tab. Ready-indexed 
inserts merely require detaching and sl 


into the tab, cutting to desired length. 
Be sure to specify JUSTRITE TABS 


LOUIS MELIND CO. 
CHICAGO, - ILLINOIS 


MANUFACTURERS OF THE MOST COMPLETE 
LINE OF MARKING DEVICES IN AMERICA 


which are made in the three standard 362 W. CHICAGO a ie — CORTLANDT sT. 
sizes: %e", %” and 2”. CHICAGO NEW YORK CITY 


To answer the above ad use QUICKMAIL COUPON No. 20 


593 MARKET ST. 
SAN FRANCISCO 


January, 1941 
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What Price 
Impression? 


T COSTS BUT A TRIFLE TO MAKE 
AN IMPRESSIVE IMPRESSION 


OLD TOWN 
SABLE” 


What would you give to have important clients think 
well of you . . . would it be worth a fraction of a penny 
more per letter? 


Yet that is all it costs to send out executive correspon- 
dence typed with OLD TOWN PURE SILK, the aristo- 
crat of the typewriter ribbon family. You also pay a 
trifle more for OLD TOWN SABLE Carbon Paper, but 
what a wealth of extra value you get in clean, sharp 
richness of impression and lasting durability. Amer- 
ica's foremost business concerns are standardizing 


on “Silk & Sable’’. 


Carol Adams, Republi 
Pictures Star, an expert 
at making good impres- 
sions. 


TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON 


a - 
. SELF RENEWING z 


Dealers—are you ready to talk about more profits in 1941? 


Send for complete data about an OLD TOWN franchise in 8 la “He 
your territory. 
Secretaries—‘‘The Secret of Beautiful Letters'’ contains a trea- 
sure-trove of important information. Send for your copy. 
Ribbon & Carbon Co.,9ne. 


MANUFACTURERS 


750 PACIFIC STREET, BROOKLYN, N. Y. 
59 East Van Buren Street . . Chicago 
788 Mission Street . . . San Francisco 
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1941 WILL BE A BUSY YEAR 


$. 


E. W. 


“THE RIGHT CHAIR 
a AT THE RIGHT PRICE” 


George A. Litchfield, Sales Mer. 


Jasper, Ind. 
NEW YORK 


R. J. Freeman 
383 Madison Ave. 


CHICAGO 


W. H. Brown 
6708 Glenwood Ave. 


SEATTLE 
H. MacDonald 


Orpheum Building 


SOUTHWEST 
Thomas, Box 3493, 


Peninsular Station, 
Daytona Beach, Fila. 


SOUTHERN 


James E. Fowls, 3414 Euclid 
Heights Bivd., Cleveland, Ohio 


OUTFIT NOW WITH CORRECT CHAIRS 


Greatly stimulated business requires augmented facilities to take 
care of it. Throughout the nation prudent purchasing agents 
are providing for this increased tempo from the ground up... 
with particular attention first to seating requirements for workers. 


A COMPLETE LINE OF 


All kinds of wood office and factory 


chairs . . 
stered chairs to substantial stools 


. from De Luxe Uphol- 


for factory use are included in this 


well 


known line. Your nearest 


dealer will be glad to co-operate 
in giving you complete information. 


ASPER 
CHAIR CO. 


JASPER, INDIANA 


Use QUICKMAIL COUPON No. 22. 


HERE ARE THE CARBONS AND RIBBONS 
THAT HAVE KEPT “Storms” ON TOP FOR 50 YEARS 


Ask your Dealer to show you “The Complete Line” For Every Purpose and Every Pocketbook 


CLEANGRIP 
CARBON PAPER 


Its efficiency, cleanliness, long wear and RESIS- 
TANCE TO CURL make it the carbon paper pre- 
ferred by busy users. 


Cleangrip combines all the desirable features of 
good carbon papers plus the highly important 
special features possessed by no others. 


CARBON 
PAPERS 


Carbons in all 
weights and 
finishes 


Photo Offset 


Billing Rolls for Elliott- | Stormtex Cotton 
Fisher Machines 


Billing Rolls for Gums 
urroughs Posting 
M American 
Register Rolls Reliance 
Tally Rolls 
Ribbons for Address- 

Teletype Carbonized 

Rolls ograph-Multigraph 


Rolls for Elliott- 
Addressing Machines Speedaumat 


Special Rolls 


CARBON 


ROLLS RIBBONS 
Tailor’s Marking 


INKED 


Stormtex Silk 


Dupligraph, etc., ete. 


561 GRAND AVE. 


To answer this ad use QUICKMAIL COUPON No. 19 


H. M. STORMS COMPANY 


Makers of “The Complete Line” of Carbon Papers and Inked Ribbons 


BROOKLYN, N. Y. 
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for Quality. 


America says, 
umbs 


The Roman people held the power of life and 
death over a combatant in the Colosseum. 


It was Thumbs Up or Thumbs Down. 


The American people hold the power of life and 
death over a product or business 


—and with the American people it’s Thumbs Up 


The Greatest Purchasing Agent in 
the world is the man who buys in 
America today. 

He may purchase for his company, 
and the quality of what he buys can 
help make or break his company’s 
name or product. 

He may purchase for his home, and 
the quality of what he buys—not the 
amount of money he spends—can 
make that home a more attractive, 
satisfying and pleasant place to live. 


* * * 


The Roman people wanted ““Bread 
and Circuses.” 

The American people want quality 
and performance when they spend 
their money. 

* * * 

A penny’for an all-day sucker that 
he thinks is a full money’s worth 
makes a child happy. If he gets 
“gypped” he’s mad at that candy 


store. 
* * * 


If a woman gets “stung” on a can of 


tomatoes, a vacuum cleaner, or a pair 
of stockings, she “Thumbs Down” 


Mimeograph 


MIMEOGRAPH is the trade-mark of 


A. B. Dick Company, Chicago, registered in the U. S. Patent Office. 


the brand; oftentimes the store where 


it is sold. 
* * * 


There are people, in business and in 
private, who are not True Purchasing 
Agents. 

They look at a griddle or a gasket, 
not for what it does, just for what it 


costs. 


If you feel something does more for 
you than you expect it to for its cost, 
that cost is low. 

If you feel something does less for 
you than you expect it should for its 
cost, that cost is too high—and a 


delusion. 


The American Purchasing Agent 
knows these things—it is his business 
to know them. 

Products and services that come 
before the American Purchasing Agent 
have to be good to catch his eye; have 
to stay good to keep it. 

If you really have quality, you will 
get the business; if you don’t really 
have it, sooner or later you will “get 
the gate’. 


duplicator 


WHAT IS QUALITY 
IN STENCIL DUPLICATION? 


It is a crisp legibility in a bulletin, a form, 
a letter, or a requisition blank that makes 
it inviting to the eye. 

It is permanence and richness of im- 
pression. 


These results in Mimeograph copies are 
made possible by an affinity of machine, 
stencil sheets and ink which has no parallel 
in the duplication field. 


Four-purpose stencil sheets adapted for 
typing, ruling, illustrating and writing. 
Stenographers prefer Mimeograph stencil 
sheets, because they are so easy to prepare 
and so easy on the eyes. 


Inks and 

stencil sheets are 
chemically adapted 
to each other 

for clean-flowing action. 


Anyone can operate the Mimeograph 
duplicator and turn out beautiful copies— 
up to 160 per minute. 


Our Customer Aid Department trains 
your people in its most efficient use. 

Our distributors, in all leading cities, are 
trained to study your problems and recom- 
mend a moneysaving simplification of them. 

A. B. Dick Company, Chicago 


To answer the above ad use QUICKMAIL COUPON No. 3 


January, 1941 
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MODEL 110 


Simplicity and ver- 

satility make this a 

most popular sten- 
ographic chair. 


Invented, designed and distributed by one organization (through exclusive dealerships) with metal manufac- 
turing experience of over 54 years—Precision work from Bank Vaults to Posture Chairs. Also available 
with “MICRO-GRIP” and “ROCK-A-BACK.” 


To answer this ad use QUICKMAIL COUPON No. 61 


CRAMER:POSTURE CHAIR COMPANY 


CRAMER (Posture CHAIRS 


MOST major advances in MODERN Posture Seating were FIRST introduced by CRAMER 

. .. . Latex Rubber Cushioning . . . “Finger-Tip” Adjustments . . . Semi-Rigid Spring Steel Back Support . . . 
Interchangeable Back-Seat-Bases . . 
. . . Sealed Spindle Bearing . . . Simple design and construction. 


FIVE OF SIXTY AVAILABLE MODELS 


MODEL 610 


For bookkeeping ma- 
operators. 
Scientifically tilted 
seat to relieve under- 


. Removable Covers . . . 2 inch Ball Bearing Casters as standard. 


MODEL 510 MODEL 441 ” 
Senior Executive Model 510 offers all “All-in-One” Hi- wit ablet Arm 
the advantages in correct posture for Model. Adjustable “All Purpose” 


“Roll-Tilt” 
The SIX 


the busy executive, plus 
. . the controlled tilt back. 
feature model. 


from 2312” to 3212” 

with foot ring adjust- 

able from 4” to 14” 
from floor. 


stenographic chair. 
(“Tablet Arm” is 
available on all mod- 
els, $6.00 additional.) 


All Chairs Shown Are Covered With Duro Material. 


1210-18 CAMPBELL STREET 
KANSAS CITY, MISSOURI 


Free from grit. 


For Shipping « Heavy 
ka ewspa 


paper pac' per bundles 
+ Boxes + Crates + China - Crockery 
+ Gloss + Cellulose + Tin cans and 


Leather - Rubber 


« Rayons 


Silks 
Surfaces. 


+ Oily, Wet or Dry 


Made in black and colors, packed 
one dozen sticks in a box —one 
gross in a container. 


Send for Catalogue illustrating full 
line of crayons, chalks, paste, water 


colors, etc., for 


commercial use. 


THE DEPENDABLE 
GOLD MEDAL MARKING 
AND CHECKING CRAYONS 


Staonal crayons, like all Gold Medal 
Products, are the finest of their kind. 
Indelible and water- 
proof, or washable, as required. Made 
in a wide variety of types and shapes. 


For Purchasing Agents, Controllers, Office Managers 


Use QUICKMAIL 


COUPON 


Made in U. S. A. 


BINNEY & SMITH CO. 


41 East 42nd Street, New York, N. Y. 


GOLD MEDAL PRODUCTS LEAD ON MERIT 


GEYER’S OFFICE EQUIPMENT DIGEST January, 1941 
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A complete 
variety of sizes 
and types 
PINS 


The Yellow Box CLIPS 


It‘s the Box You Can Trust “aaa 


No danger of faulty pins, thumb tacks that bend, or fast- nr 
eners that break prematurely! The Yellow Box Line, P 
including Pins, Clips, Fasteners, etc., can - related items 
always be counted on to be good to the 
The count is generous — no skimping. And 
each item is so conveniently designed for The Home of The Famous Yellow Box Lin 
quick, easy use that once you've tried them, O A V | a 
you'll always look for the Yellow Box. 

They’re real time-savers, dependable and COMPANY 
handy. Get them today—from your dealer! 


Division of Scovill Manufacturing Company 


Use QUICKMAIL Waterbury, Connecticut 
COUPON of NEW YORK + CHICAGO + SAN FRANCISCO 


IN CANADA: BROWN BROS., LTD., TORONTO 2, 
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PARTITION 
CEILING- HIGH PARTITION 


Ll. 
C.H:SOLID PARTITION 


LOW RAILING 


/ i rs | Your Office Layout and Equipment can be 
C3 / efficient, modern and up-to-date, whether 
it is in the Big City or Rural Community. 


THE KENNETH H. RIPNEN COMPANY, INC. 


Can provide any one or all of the four following Office Layout 
Services. 


PART 1 LOCATION: Aid in location studies of sites and buildings offered by real estate 
brokers, property owners, insurance companies, banks, etc. 

PART Il LAYOUT: After a comprehensive study of your organization, flow of work 
and equipment, create for you a functional office layout. 

PART Ill BUDGETS: Prepare working drawings and specifications after approval of 


the detailed office layout to carry out the proposed scheme, sub- 
mitting detailed estimates of the costs of all work. 


PART IV SUPERVISION: After approval of the estimates, to let contracts and supervise all 

work through to completion including Office Layout, Construction 
and equipment. 
Without obligation we will mail you om 
pamphlet entitled “Office Layouts,” or make a 
preliminary survey and report on any phase 
of our work. 


KENNETH H. RIPNEN COMPANY, INCORPORATED 
OFFICE LAYOUTS FACTORY LAYOUTS WAREHOUSE LAYOUTS 
342 New York 
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Notice . TO PURCHASING AGENTS 
PLANT MANAGERS 


Records are important .. . keep them safe and clean by using a V.P.D. trans- 
parent envelope fitted to your actual requirements. V.P.D. transparent products 


are grease and oil proof, sanitary, of non-combustible material. Economical to buy and 
to use. 


WE HAVE A V.P.D. PRODUCT FOR EVERY USE 


Shop Tickets Hospital Charts Magazine and Book Covers 
Tag Holders Repair Charts Desk Tops 
Record Holders _ Mapholders Menu Covers 
Pass Cases Document Holders Ring Book Envelopes 
Envelopes Pocket Cases Factory Notices 

Visible Write our special order department today for latest 

r catalog suggesting various uses for V.P.D. products. Use 

isp 


QUICKMAIL COUPON No. 62. 


JOSHUA MEIER, INC. 
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12 sets 3x5 
12 sets 4x6 
6 sets 5x8 


SEND US THE COUPON 


UNLESS YOUR STATIONER 
SHOWS THEM IN 


PRACTICAL COUNTER 


DISPLAY CASES 


EACH INDEX CELLOPHANE WRAPPED 


ATTRACTIVE 
NOVEL AND 
PRACTICAL 


THEY SELL THEMSELVES 


Sold Only through Retail Stationers 


THE Wabash CABINET COMPANY 


FILING SUPPLIES EXCLUSIVELY, WABASH, INDIANA 


The Wabash Cabinet Co., Wabash, Ind. 
Send us information about your NUBIAN FIBRE Card Indexes. 


Stationer —— 
Address 
Individual 


Mail above Coupon or use QUICKMAIL COUPON No. 9 


The WIDE-OPEN STAPLE 


CHANNEL — exclusive ' 


SWINGLINE feature—easiest 
to get at for speediest loading 
—and a positive guarantee 
against jamming trouble. 


Smart and _ efficient-looking. 
Wear-proof steel and chro- 
mium construction. A model 
of modern engineering skill! 


Swingline Nos. 3 and 4 oper- 
ate with any standard, econo- 
mically-priced staples! 


SPEED PRODUCTS .COMPANY 


37-18 Northern Blvd. 


Long Island City, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 4 


January, 1941 


Once yo" set 3 Swingline alongside any other 
fastener will recognize that it 15 4 petter 
a machine- Consider its exclusive features> put 
it to g\i the rests YOU can think of and youll 
be sure, you've found the \ast word stapling 
a More and more amportant offices every month 
| | are fopting SWINE as standard equipment: 
For low price, faultless efficiency gurability 
and economical operation YOu" best bUY is 
Swingline: 
SPEED F sTENER 
; 
2 | 
: 4 | 


until I started 
buying at The 
Fifth Avenue 
Building 


TO ANSWER THIS AD 


Use QUICKMAIL 
COUPON 


SHREwpD buyers have found that The Fifth Avenue Building 
makes their jobs easier. Here under one roof they can do most, 
sometimes all, of their buying quickly and efficiently. For 
instance, many of the leading makers of fine stationery, greet- 
ing cards and playing cards have offices and display rooms in 
this owner-managed building. The buyer can weigh values and 
make his selections without traveling all over the city. 

Located right at the crossroads of American business, The 
Fifth Avenue Building is easy to reach from anywhere in the 
country. A subway entrance in the building connects directly 
with railroad terminals. 

The management provides many special services for both 
buyers and tenants. The Visitors’ Bureau, a completely 
equipped suite of offices, is for the free use of visiting buyers. 
Tenants hold meetings in the large Conference Room, which 
seats more than forty persons. 

Make The Fifth Avenue Building your headquarters next 
time you’re in New York. Your buying-trip will be easier. 


The FIFTH AVENUE BUILDING 


“More Than an Office Building” 
BROADWAY AND FIFTH AVENUE AT MADISON SQUARE, NEW YORK 
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famous for more than 50 years 


RECORD PROTECTION 


by 


VICTOR 


You can't go wrong with the predetermined, test- 
ed, certified quality and modern design of Victor 
Record Protection Units—or with Victor’s com- 
plete coverage of your protection needs. Keep all 
of your valuable records safe from fire with Victor. 


VICTOR 
Certified 
1—2—4 hour 
FILING SAFES 
many sizes 
Underwriters’ and 
S.M.N.A. Labels 
These safes also 
comply with Fede- 
ral specifications 


VICTOR 


one hour 
certified 


SMALL SAFES 


Underwriters’ C Label 
S.M.N.A. | hour Label 
These safes comply 
with Federal specifi- 
cations AA-S-81 


VICTOR 
BURGLARY CHE 


sizes and grades of 
protection for every 
business need 
Underwriters’ and 
S.M.N.A. Labels 


... plus the new, modern equipment 
for protecting records in bulk . . . 


VICTOR 
FIRE MASTER 


INSULATED FILES 
1 hour — 14 hour 


Certified Protection Units that 
combine effective protection 


with efficient filing. 


GET THE FACTS — How Victor Equipment 
will protect the record assets of your business 


Use QUICKMAIL COUPON No. 25 


THE VICTOR SAFE & 


EQUIPMENT COMPANY, INC. 


NORTH TONAWANDA, NEW YORK 


Shade seen from underneath 
reveals the exclusive FARIES . 
Baffle Louvers . . . instantly | (Pat. Applied For) 


ADJUSTABLE . . . to distribute the full flood of soft diffused light 


on the principal desk area WHEREVER IT’S WANTED! No wasted 
light—no bright spots. 


You Will Welcome... 


Pat. Applied Fo: 


Gonries’ CONTROLLED 
Fluorescent Lighting 


Just give this lamp a try on your own desk. It’s a new experience! 

And you'll quickly see why so many people welcome this far- 

advanced development in ADAPTABLE lighting. It brings Fluores- 

cent lighting—the kind most desired—but with uses MULTIPLIED 

by FARIES inbuilt CONTROLLED principle! Don’t overlook the 

lighting luxury available to you now—by simply asking your FARIES 
dealer to show you the new 
FARIES CONTROLLED Fluor- 
escent Lamps. 


(Large illus. above) No. 
" 3054. Finished in beautiful rippled bronze, 
FLOOR LAMP (No. distinctive gold trim. A.C, or D.C. Con- 
3133). Shade adjust- venient new low overall height of 12%”. 
able and height from Adjustable shade. Retail $13.50. 
bottom of shade 


in handy position at 
bottom of shade. Base 
and standard, rippled 


bronze and gold. A.C. 
only. Retail $20.00. 


Pat. Applied For 


DESK CLAMP-ON (No. 3132). Clamps on desk edges 
5%” to 2%” thick. Adjustable vertically up to 17” 
between desk and bottom of shade. Arm swings for 
horizontal adjustment. Arm, statuary bronze—shade, 
rippled bronze with gold trim. A.C. only. Retail $13.50. 


ASK TO SEE THEM TODAY (Use QUICK- 
MAIL COUPON No. 14)—you'll get a 
real thrill when you see how efficient 
FARIES modern desk lighting can be. 


Pat. Applied For 


FARIES MFG. CO. S. Robert Schwartz Div. 
1008 GRAND AVENUE DECATUR, ILLINOIS 
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THE COMPLETE LINE 


First with all the 
good new ideas! 


FIRST ws. 


Threadline lead — still the 
strongest, smoothest after 
three years of attempts to 
imitate. 


* FIRST 


real value 49¢ Threadliner — 


America's leader in its class 


* FIRST vs 


Penetella—style leader in 
dollar pens and a super 
smooth writer too! 


* FIRST ws 


amazing VIEWPOINT tip— 
extends, protects Threadline Lead — 


makes VIEWPOINT the sharpest sad TO ANSWER THIS AD 
mechanical pencil in the world. Use QUICKM AIL 


* FIRST COUPON wo 


a real Industrial Thinliner. — 
Low enough in cost for mass — pon papers 


office use, highest in quality. Subsidiary of Joseph Dixon Crucible Co. 
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CHAIRS 


ARTILITY offers three 
types of correctly designed 
office chairs— Posture, Ad- 
justable and Conventional. 


Adjustable Chair 


Conventional Type 


Posture Chair 


Sturdily constructed of 
metal, beautifully styled, reasonably priced. Many offices are 
being completely equipped with these stylish new chairs. 


ARTILITY Chairs for Every Office Requirement are sold by Use QUICKMAIL 
office equipment dealers everywhere. Send for illustrated catalog. COUPON no 


ARTILITY METAL PRODUCTS, INC., 124 SECOND ST., ELKHART, IND. 


Save Time! Equip Every Desk 


with the 3 champion time savers 


now combined in the dai 2 
PRESTO Handy Kit | Tagg 


Triple attraction! ... Triple saving! . . . Both are yours 
when you adopt and use the PRESTO Handy Kit. Here is 
hefty value—the greatest value ever offered in a Dollar 
Handy Desk Kit. It’s a silent secretary for every desk 
in Office, Home and School. A work organizer that 
stops waste. 


It contains: One PRESTO Deluxe Desk Stapler 
complete with 500 staples. 


4000 (2 boxes) PRESTO precision made staples. 
One Personal Paper Punch—all neatly packed 
in an attractive two-tone blue Handy Kit. 

The PRESTO Handy Kit packs a plus value for em- 
ployer, employe and individual workers everywhere. 
It fastens papers of all sorts instantly. It makes ring 
binder pages out of previous papers of all kinds. 
Write for prices and samples. Use QUICKMAIL 
COUPON No. 46. 


Metal Specialties Mfg. Co. 
3200 Carroll Ave., Chicago, Ill. 


Retail Price 
Only $1.00 
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Mr. Buyer... It’s the tops in 
typewriter value! 


\TER 
Ont 


TO ANSWER THIS AD 


Use QUICKMAIL 


Only Authorized Rebuilder of the Underwood COUPON » 


The Wholesale Typewriter Company 


155 SIXTH AVENUE NEW YORK, N. Y. 
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Accept fion 


to visit the NATIONAL BUSINESS SHOW, held at the 
Grand Central Palace, New York, N. Y., during the week of 
February 3rd to 8th, as the guest of GEYER’S OFFICE 
EQUIPMENT DIGEST. 


Place any of the convenient Quickmail Reply Coupons Nos. 
33, 34, 35 or 36 on a penny government postal card, write 
your name and address on the back and drop in the mail. 
You will receive two tickets of admittance to the National 
Business Show by return mail. 


Visit our booths 321 and 322 at the Show 


EQUIPMENT 


260 FIFTH AVENUE, NEW YORK, N. Y. 


Use Quichmail Reply Coupons te Answer 


THE QUICKMAIL COUPON SYSTEM brings you these advantages :— 


1. Only 1 minute plus 1c to make an inquiry. 

2. Brings you the latest information. 

3. Identifies the source of your inquiry. 

4. Gives you a pre-addressed, gummed mailing label ready for use. 


SIMPLE TO USE: 


Stick the coupon on the stamp 
side of a postal card, write your 
SS firm name and address on the 
HM back and mail. You may also 
“<'l stick the coupon on your letter- 
head, sign your name and title, 
and mail in your own envelope; 


or stick the coupon on your 

The New Ad envelope and enclose your in- 

: quiry or order for specific mer- 
Technique 


chandise. 


Use The Quichmail Coupons Opposite This Page 
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Wabash 


bash Cabinet 
Label Corp. 

141 East 25th St. 
5th & Willow Sts. 
Philadelphia, Penna. 
EQUIPMENT 
New York, N. Y. 
New York, N. Y. 


A. B. Dick Co. 
720 W. Jackson 
Blvd 
Chicago, Ill. 
Avenue 
Chicago, Ill. 
Chicago, Ill. 
New York, N. Y. 
Oxford Filing 
Supply Co. 
340 Morgan Ave. 
Brooklyn, 

Geyer 
Geyer 


Brooklyn, 


Eagle Pencil Co. 
703 East 13th St. 
New York 
Ace Fastener Corp. 
3415 N. Ashland 
Rockwell-Barnes Co. 
1525 West 38th St. 
Eberhard Faber 
37 Greenpoint Ave. 
N. Y. 
Ever Ready 
Paper 
Manufacturers Co. 
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ries Mfg. Co. 
008 Grand Ave. 


Geyer's OFFICE 


Products, Inc. 
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Conn 
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Chicago, Ill. 
Chicago, 
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Envelope Co. 
11-116 Mdse. Mort 
362 W. Chicago 
Fulton Specialty 


J. S. Staedtler, Inc. 
53-55 Worth St. 
ew York, N. Y. 
Lovis Melind Co. 
Acme Bulletin & 
Directory Board 
Co. 
200 Fifth Ave. 
New York, N. Y. 
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Fisher Co. 
| Park Ave. 
New York 
Rite-Rite Mfg. Co. 
501 W. Polk St. 
Chicago, Ill. 
ew Haven, Conn. 
Equipment Co., 
Geyer's OFFICE 


National Business 


Underwood Elliott 
:¢ Speed Products Co. 
37-18 Northern Blvd. 

Long Island City, 
Schollhorn Co. 
The H. C. Cook Co. 
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on slamp side 
post-card. Write your firm's ome 
address on back of card and nail 
will receive particulars refer d 


post-card. Write your firm's and post-card. Write your firm's name and 
address on back of card and mail, You $ *ddress on back of card and mail. You 
will ive particulars referred to in * will receive particulars referred to in 


COLUMBIA RIBBON & CARBON 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on Inside Front Cover. 


12 EAGLE PENCIL CO. 


Stick coupon on stamp side of penny 
post-card. Write your firm's name and 
address on back of card and mail. You 
will receive particulars referred to in 
our ad on page 9. 

" OAKVILLE CO. 


Stick coupon on stamp side of 
post-card. Write your firm's ram 
address on back of card and mail 
will receive particulars referred iy 
our ad on page 65. 

10 WM. SCHOLLHORN 


. 
. 
. 
. 
. 
. 


. 
. 
Stick coupon on stamp side of penny ® Stick coupon on stamp side of penny $ Stick coupon on stamp side of 
post-card. Write your firm's name and  post-card. Write your firm's name and post-card. Write your firm's nam 
address on back of card and mail. You $ address on back of card and mail. You + address on back of card and maf 
will receive particulars referred to in rs will receive particulars referred to in b. will receive particulars referred"§ 
our ad on page 49. e our ad on page 14. = our ad on page 60. 
15 ACE FASTENER CORP. 14 FARIES MFG. CO. ° 13 THE H. C. COOK 


. 
Stick coupon on stamp side of penny ¢ Stick coupon on stamp side of penny $ Stick coupon = stamp side ot 
post-card. Write your firm's name and post-card. Write your firm's name and Postcard. Write your firm's nang 
address on back of card and mail. You ~ address on back of card and mail. You ¢ address on back of card and mag 
will receive particulars referred to in will receive particulars refered to in will seceive perticulers referred 
our ad on page 38. our ad on page 36. ¢ our ad on page 52. id 
18 ROCKWELL-BARNES CO. * 17 QUALITY PARK ENVELOPECO. '6 WHEELDEX MFG. 

e 

Stick coupon on stamp are of penny 5 Stick coupon ie stamp side of penny $ Stick coupon on stamp side of 
post-card. Write your firm's neme and 5 post-card. Write your firm's name and ° post-card. Write your firm's nem 
address on beck of cord and mail. You . address on back of card and mail. You : address on back of card and mail 
will receive particulars referred to in will receive particulars referred to in ~ will receive particulars referred 
our ad on page 37. : our ad on page 4. 3 our ad on page 6. ; 
21 EBERHARD FABER ° 20 LOUIS MELIND CO. § 19 H. M. STORMS@ 

: ° Stick coupon on stamp side of penny 

Stick coupon cn stomp a of penny §$  post-card. Write your firm's name and Stick coupon on stamp side of 
post-card. Write your firm's name and + address on back of card and mail. You post-card. Write your firm's name 
address on back of card and mail. You ¢ 


, . will receive particulars referred to in address on back of card and mai 
will receive particulars referred to in our ad on page 65. will receive particulars referred # 


. 
> 
. 
ACME BULLETIN & DIRECTORY ad on page 6. 
RD CORP. 


Stick coupon on stamp side of p 
post-card. Write your firm's ne ne 
address on back of card and » ail, ¥ 


Stick coupon on stamp side of penny Stick coupon on stamp side penny 
post-card. Write your firm's name and ite your fi 
address on back of card and mail. You 


our ad on page 18. 


our ad on page 7. < our ad on page 3. our ad on the Outside Back Ce er, 
3 A. B, DICK CO. Se MFG. CO., INC. 1 UNDERWOOD ELLIOTT Fi HE 
. 
Stick coupon on stamp side of penny . Stick coupon on stamp side of penny y Stick coupon on stamp side f 
post-card. Write your firm’s name and § post-card. Write your firm's name aad 6 post-card. Write your firm's ame 
address on back of card and mail. You * address on back of card and mail. You address on back of card and nail, 
will receive particulars referred to in « will receive pariiculars referred to in vall receive particulars refer: d ig 
our ad on the Inside Back Cover. 3 our ad on page 16. our ad on page 12. 
6 THE GENERAL FIREPROOFING CO. ° 5 ARTILITY METAL PRODUCTS, INC. a SPEED PRODI CTS 
Stick coupon on stamp side of penny { Stick coupon on stamp side of penny Stick coupon on stamp side f 
post-card. Write your firm's name and : post-card. Write your firm's name and post-card. Write your firm's -ame 
address on back of card and mail. You . address on back of card and mail. You address on back of card and nail, 
will receive particulars referred to in { will receive particulars referred to in will receive particulars referr-d ig 
our ad on page 12. * our ad on page 51 our ad on page 15 
9 WABASH CABINET CO. 8 J. S. STAEDTLER, INC. 7 RITE-PITE MFG. 


our ad on page 66. : 
24 EVER READY LABEL CORP. ° 23 BOA 22 JASPER CHAIRG 
Stick coupon on stamp side of penny $ Stick coupon on stamp side of penny Stick coupon on stamp side of p 
post-card. Write your firm's name and * post-card. Write your firm's name and * Post-card. Write your firm's name 
address on back of card and mail: You * address on back of card and mail. You + address on back of card and mail 
will receive particulars referred to in will receive particulars referred ‘to in + will receive particulars referred 10 
our ad on page 47. + our ad on page 63. -$ our ad on page 14 
27 OXFORD FILING SUPPLY CO. + 26 FULTON SPECIALTY CO. THE VICTOR SAR 
=, 28 EQUIPMENT CO. 

Stick coupon on stamp side of penny =, camp Stick coupon on stamp side of p 
post-card. Write your firm’s name and Postcard. Write your firm's name and Write your firm's name 
address on back of card end mail. You * *dress on back of card and mail. You | add back of card and mail 

will receive particulars referred to in * 
will receive particulars referred to in . « will receive perticulers referred te 
our ad on page 60. « ourad on page 50 : our ad on page 43 

29 ACCO PRODUCTS, INC. * 
30 PAPER MANUFACTURERS CO. be . 28 NATIONAL BUSINESS SHO 

. 

Stick coupon on stamp side of penny Stick coupon on stamp side of penny 

coupon on stamp side of p 
post-card. Write your firm's name and ost-card. Write your firm's name and post-card. Write your firm's name 
address on back of card and mail. You | *ddress on back of card and mail. You |  sadress on back of card and mail. 
will receive particulars referred to in : will receive particulars referred to in * Vin receive particulars referred tod 
our ad on page 18. > ourad on page 55. = our ad on page 35. 

33 C. L. BARKLEY & CO. * nal 
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The Fifth Avenue 
Building 
Broadway and 5th 
Avenue 
New York, N. Y. 


Old Town 
Ribbon & Carbon 
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750 Pacific St. 
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New York, N. Y. 
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= American Map 
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16 East 42nd St. 
New York, N. Y. 


Blaisdell Pencil Co. « 
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New York, N. Y. 
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post-card. Write your firm’s name and post-card. Write your firm's name and ° pest-card. Write your firm's r ome 


address on back of card and mail. You * address on back of card and mail. You * address on back of card and ail, 
will receive particulars referred to in + will receive particulars referred to in * will receive particulars referre i tg 
our ad on page 65. . our ad on page 59. * our ad on page 58. 
39 TRUSSELL MFG. CO. = 38 KOH-I-NOOR PENCIL CO., INC. 37 STANDARD RD 
: Stick coupon on stamp side of penny . Stick coupon on stamp side of penny ; Stick coupon on stamp side <! 5 
post-card. Write your firm's name and postcard. Write your firm's name and Postcard. Write your firm's rome 
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will receive particulars referred to in‘ will receive particulars referred to in < Will receive particulars referred i 
our ad on page 13. > our ad on page 8. < our ad on page 5. 
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pest-card. Write your firm's name and + post-card. Write your firm's name and post-card. Write your firm's rame 
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will receive particulars referred to in { will receive particulars referred to in will receive particulars referred jg 
our ad on page 61. < our ad on page 17. our ad on page 45. 
45 CARDINELL CORP. ¢ 44 THE WHOLESALE TYPEWRITER CO. 43 INKOGRAPH CO. ig 
Stick coupon on stamp side of penny ~~ Stick coupon on stamp side of penny Stich os “ sido etl 
1. Writ firm’s name and + post-card. Write your firm's name and post-card. Write your firm's name 
address on back of card and mail. You . address on back of card and mail. You address on back of card and mail, 
will receive particulars referred to in ‘ will receive particulars referred to in will receive particulars referred ig 
our ad on page 53. + our ad on page 65. our ad on page 16. 
“a DAWN MFG. CORP. — 47 ZEPHYR AMERICAN CORP. 46 METAL SPECIALTIES MFG, ¢ 
. Stick coupon - cei os Rs ‘Stick coupon on stamp side of penny Stick coupon on stamp side of 
post-card. Write post-card. Write your firm’s name and post-card. Write your firm's name 
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> will receive particu’ referred 10 "will receive particulars referred to in will receive particulars referred if 
% our ad on page 61. our ad on page 60. our ad on page 57. 
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_ LITTLE & CO. 49 RELIANCE PENCIL C0 
Stick coupon on stamp side of penny Stick coupon on stamp side of penny Stick coupon on stamp side of p Vo 
post-card. Write your firm's name and post-card. Write your firm’s name and post-card. Write your firm's name 
address on back of card and mail. You address on back of card and mail. You address on back of card and mail, ¥ 
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* Stick coupon on stamp side of penny < Stick coupon on stamp side of penny Stick coupon on stamp side ot 
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MFG. ¢ 1s $3) in United States and its possessions, Canada, Mexico, Cuba. ™ 
her countries $1.00 extra yearly. Single copies are 25 cents. £ T, 
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Age 
ND that is the total only for those offices occupying 
—_ rented space in office buildings—not offices in individu- 
No. 1 


ally owned factories and office structures, in government 


2 of Volume 2 buildings, or in educational and other institutions! 
5 all Summing up the situation at the beginning of a year which 
red a bia acs will see a far greater than usual expansion of office activity, 
4 the National Association of Building Owners and Managers 
- : : announces that these 800,000 offices are tenanted by 6,000,000 
| persons. In use or available for office use are 350,000,000 
square feet of rental space in 5,500 buildings. 
sid i The landlord pays out $120,000,000 annually in salaries 
ere ae and wages. His cleaning costs amount to $59,850,000; elec- 
mm SS tricity (exclusive of that metered to tenants) $16,450,000; 
’ in heating and ventilation, $21,700,000; plumbing, $6,300,000; 
” elevator operation, $36,400,000; alterations and decoration 
e for tenants, and general repairs and maintenance, $32,- 
d 550,000. 
7 Covering only the landlord’s side of the American office 
ac picture, these figures do not begin to reflect the full impor- 
e tance of the office in the national economy—in the money 
% invested in its personnel, its housing, its equipment, and its 


upkeep. All that is spent on the office in the course of the 
year mounts up to a tremendous total, but we don’t begrudge 
it, for in the efficiently equipped, smoothly functioning office 
which Americans have created, the nation has one of its 
strongest guarantees that its essential enterprises will be 
well administered, whether in normal times or in a time of 
war scare. 
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R. P. DRYER 


Sharp Increase in Demand 


By R. P. Dryer, Commissioner, Steel 
Office Furniture Institute, and Steel 
Locker Council 


= defense program will inevitably 
affect profoundly every industry in 
the United States, whether or not the 
products are directly or indirectly in- 
volved in rearmament. A very large 
increase in production in all lines 
seems to us inevitable as the expand- 
ing program gets into high gear. 

The metal office equipment indus- 
tries feel that their regular products 
are an essential part of the program, 
because it would be impossible to ad- 
minister the tremendously expanded 
military organization of the nation 
without modern records and their 
housing and modern equipment for the 
comfort and efficiency not only of the 
administrative organization but of the 
fighting forces themselves. 

All branches of the industry have 
already experienced a sharp increase 
in demand, not only directly from gov- 
ernment itself but from the expanding 
of private industries that are produc- 
ing munitions and supplies. All busi- 
nesses are our customers, so that 
whatever affects any branch of Ameri- 
can business affects our industries. 

On the other hand, our raw materials 
and our labor are going to be increas- 
ingly harder to get, and forward orders 
are going to be necessary if our cus- 
tomers are to get our products when 
they want them. We don’t want to 
raise our prices unless and until we 
have to, and so far that has been un- 
necessary. 


Most Peculiar Year’’ 


By Charles P. Garvin, General Man- 
ager, National Stationers Association 


INETEEN FORTY-ONE, to my 
mind, presents one of the most 
peculiar years that we have had to 
face. The biggest peculiarity of all 
is that we are entering into a year 
where we really don’t know what we 
are going to do, what our government 
is going to do, what’s going to happen 
throughout the world, and what the 
effect of the defense program is going 
to be on business in general. 
The best minds that I have had any 
contact with seem to think that the 
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biggest victory the United States could 
achieve would be to be able to carry 
on the defense program, and at the 
same time make our domestic economy 
operate without privation to any of 
our citizens. Notwithstanding the fact 
that we have had millions of people 
unemployed, we already find that there 
is a scarcity of skilled people. For 
labor unions and economists to the 
contrary, there is a scarcity of skilled 
people. 

So in 1941 we don’t know just how 
our domestic economy is going to be 
affected, but the wise business man 
should aim at putting forth extra and 
unusual sales promotional effort, and 
add to that a very wise buying policy. 

Now what is meant by a wise buy- 
ing policy? It means that the average 
merchant or purchasing agent or 
business man has to study his market, 
study the requirements of his firm, 
study the particular situation in which 
various commodities find themselves, 
particularly raw materials and equip- 
ment, and be sure that his business 
is taken care of ahead of time. It’s 
a good deal like buying Christmas 
greeting cards. Most of us have plenty 
of time to buy them but keep putting 
off buying until it’s pretty late and 
then we are wondering, along about 
a week or ten days before Christmas, 
whether we’re going to get them. 

And so it’s going to be that way 
in 1941. It isn’t going to be safe to 
put off buying the things that you 
need until the last minute. I believe 
we have got to carry a little more 
than usual stock. On the other nand, 
I don’t believe that we ought to carry 
unusually large stocks because then 
we begin to interfere with the defense 
program and hasten the day of 
priorities. 

In the stationery and office equip- 
ment business I am recommending 
that everybody carry at least thirty 
days’ more stock or even sixty days’ 
more stock. It may be quite possible 
that in some lines more than that will 
have to be carried. 


Office Equipment Available? 


By W. D. Caton, President, Office 
Equipment Manufacturers Institute; 
Vice President, Standard Register Co. 


biped executives in industry are still 
preoccupied with expansion of pro- 
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duction facilities to handle national 
defense orders. Too little thought is 
being given to added or improved 
office equipment that peak production 
schedules will demand. Others who 
may have production facilities avail- 
able find their supposed capacity 
throttled by inadequate or antiquated 
office methods. Some far-sighted ex- 
ecutives foresee these possible bot- 
tlenecks in office routines and are 
planning edministrative and control 
methods as they plan their production 
schedule. 

There seems to be an inclination to 
take for granted that office equipment 
will be available as needed. That is a 
mistaken conception. Right now many 
office equipment companies are work- 
ing at full capacity. As business and 
government increase their demands, 
the situation will become critica] in 
many instances. 

The office equipment industry is 
conscious of the vital part it plays in 
the national defense program and it is 
conscious of the fact that when nor- 
mal times return, it will be judged by 
the effectiveness with which it served 
during the emergency. However fine 
may be its intentions, and however 
strenuous its efforts, it cannot do the 
impossible; it will need the coopera- 
tion of its customers—cooperation that 
can best be given by anticipating re- 
quirements well in advance. 


It is apparent too that in 1941 the 
office equipment industry will be forced 
to increase the effectiveness of its 
selling organization—not in respect 
to ability to sell a greater volume of 
orders but rather in the ability to 
apply its products more effectively to 
new situations as they arise. Intelli- 
gence, ingenuity, and creative think- 
ing will be more necessary than ever 
before. Boiler-plate selling methods 
will not suffice nor will they be 
needed. 


It would seem obvious that condi- 
tions will create for the office equip- 
ment industry in 1941 a sales oppor- 
tunity of tremendous proportion but 
with that sales opportunity will come 
a critical production problem. Just 
as in direct national defense indus- 
tries, the office equipment industry 
will have its own bottlenecks and its 
own production difficulties. Deliveries 
will be the No. 1 problem. 
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WHEN WOMAN BUYS 


By John A. Griffin 


HEN one considers that since the very dawn of history woman has 
Wee: purchasing agent for that most important of human institu- 

tions, the home, it is hard to see why the purchasing skill ingrained 
in the feminine sex by century after century of experience is not more 
often utilized by modern commercial and industrial organizations. 

For it is a fact that there are comparatively few women engaged pro- 
fessionally in purchasing, and when one is revealed as handling the buy- 
ing job for a really large and important company, it is looked upon as 
big news indeed. And that is why metropolitan New York newspapers 
broke into headlines and feature stories in June, 1939, when it was 
announced that Mrs. Edith Gaddis had been appointed purchasing agent 
of the New York Steam Corporation. 

There was nothing unusual in the appointment to Mrs. Gaddis and 
her associates in this company, a Consolidated Edison Co. of New York 
affiliate which supplies steam for heating, power, and other purposes to 
thousands of buildings on Manhattan Island. For Mrs. Gaddis was no 
newcomer in the purchasing work of the corporation. Beginning as a 
stenographer in the purchasing department in 1925, she became secre- 
tary to John N. Moncrieff, purchasing agent, ana later his office assistant. 
Working with Mr. Moncrieff she gained a thorough knowledge of the 
operation of the purchasing office, and when he retired in 1939 her ex- 
perience and demonstrated ability pointed definitely to her as his logical 
successor, (Turn to next page) 
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Keenly interested in what manufacturers of office supplies and equip- 
ment are doing to increase the value of their products to office people, Mrs. 
Gaddis strongly advocates that manufacturers standardize on fewer styles 
and models of equipment. She believes that many lines contain a superfluity 
of numbers serving the same or nearly the same purpose. 

Mrs. Gaddis feels also that much can be done by manufacturers in this 
industry to improve the physical form of their catalogues and price lists so 
that they may be more efficiently filed and referred to. She would like spe- 
cifically to see more catalogues and lists published in the form of loose, 
standard size sheets or cards, perhaps colored to indicate the type of product. 


HOLLYWOOD PRODUCES AN OFFICE 


Preston Sturges, director of Paramount’s new “Christmas in July,” designed this as his idea of the office 
setting for the picture. 
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YOUR RECEPTION ROOM? 


ABOVE: 


ISALY DAIRY CO., YOUNGSTOWN, OHIO. This is a view of one end of 
the handsome reception room featured in the new building of this dairy 
organization. The firm is housed in a strikingly modern structure featuring 
up-to-the-minute offices which have won high praise from those who have 
seen them. This is a General Fireproofing Co. installation. 


BELOW: 


CHICAGO VITREOUS ENAMEL PRODUCT CO., CICERO, Ill. Looking 
through the entrance into the reception room of this company’s office. Liberal 
use of architectural porcelain enamel, in combination with other materials, 
has created an unusual and pleasing effect. Black porcelain enamel topped 
with glass panels set in bronze encloses the receptionist. 


The real “front office” is the reception room, where 
visitors get an impression of the size, resources, 
and character of a company which will color their 
whole relation with it. Intelligent office layout 
provides ample space, good equipment and decora- 
tion for this highly important division of the office. 
Shown here are a few effective reception room 
treatments. 


ABOVE: 


MERCHANDISE MART, CHICAGO. This is the reception room, look- 
ing toward the office of Percy Wilson, managing director of the Mart, 
in the new and enlarged office quarters of this biggest show room 
building in the world. 


ABOVE: 


HAYWARD, FOLSOM & CO., CLEVELAND, OHIO. This spacious 
and impressive reception room gets an effect of quiet dignity from 
its good proportions and the simplicity of its furnishings. An Arm- 
strong linoleum floor ties the room together. 
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BUSINESS PAPER STANDARDS 


Chart of the 19 standardized grades of business papers most used in the Bell 
System. Starting with 13 grades twenty years ago there is now a total of 23 standard 
grades. The Substance Number listed is the weight in pounds of 500 17 by 22 inch 
sheets. The Strength Index is the average of the bursting and tearing strengths. 
Colors listed are available in each weight. 
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FOR THE BELL 


By James J. Murphy 


of American Telephone & Telegraph Co. 


TANDARDIZATION and centralized supply arrangements have been 
a applied not only to Bell System telephone directories but also to other 

items of supply which, while less familiar, are nevertheless important 
in the conduct of the business. Business papers are notable examples. 

These are the papers used for records, reports, correspondence, bills, 
orders, instructions, specifications, checks and the many other purposes 
for which papers serve as the medium for business transactions. While 
effort is constantly directed toward reducing paper work to the minimum 
consistent with orderly operation, Bell System requirements for this class 
of papers amount to over 5,000,000 pounds annually—equivalent to more 
than five hundred million letter-size sheets. 

So vast a quantity of papers presents many problems in the selection 
of those best suited to telephone company needs from the great variety 
commercially available; in the adaptation of those selected to the numerous 
particular purposes for which papers of this kind are used; and in the 
establishment of the most advantageous supply arrangements. 

The first attempts to meet these problems were begun in 1917. The 
Western Electric Co., in performing its function of establishing centralized 
supply arrangements whenever these could be carried out to the best 
interest of the service, had entered into contract to centralize the purchasing 
of the bulk of printed business papers for two of the Associated Companies. 
While this procedure offered some measure of economy over the general 
practice of dealing with a number of supply sources and of handling each 
printed form as an individual transaction, it left much to be desired. The 
forms required were listed under these early contracts and individually 
priced according to the judgment of each contractor submitting a bid. 
The one whose total bid was lowest received the business, although for 
any particular form his price might be higher than other bidders. 

In all of these negotiations, paper was a constant source of difficulty. 

(Turn to Page 50) 


* Condensed from Bell Telephone Quarterly. 
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ABOVE: 


BLUEPRINT CABINET. Pictured is a new blueprint cabinet 
for the safe and orderly storage of blueprints, tracings, drawings, 
maps, etc., from All-Steel-Equip Co. Inc., Aurora, Ill. Units are 
made with either five or three drawers, each complete in itself. 
Four sizes of cabinets are available: for drawings up to 24 by 
18 inches; 36 by 24 inches, 42 by 30 inches, and 48 by 36 inches. 
An open base (illustrated) or closed base is optional. The green 
furniture steel cases have electrically-welded frames. Grained 
wood finishes in walnut or mahogany may be had at a nominal 
extra cost. Outstanding feature is the one-hand drawer opera- 
tion. Drawers have a hinged compressor at the front and a pro- 
tective hood at the rear to prevent drawings from being torn, 
and are punched with holes for the installation of dividers. 


BELOW: 


PORTABLE HUMIDIFIER. A new portable humidifier for office 
or home use has been introduced by Carrier Corp., Syracuse, N. Y., 
after a three-year development trial in the research laboratories 
and in the field. Based on the pre-evaporative principle, the hu- 
midifier is designed to add moisture to the dried-out air coming 
from radiators and hot air registers. The moistened air is blown 
through the room by a propeller fan. Thermostatic controls are 
unnecessary since the air absorbs water according to the relative 
humidity. Styled in walnut, the humidifier is light in weight, 
may be readily moved about. No water connections are needed, 
and the power to operate the fan is about equal to that used by 
a 50-watt lamp. 
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BELOW: 


NEW IMPROVEMENT in the Model M Comptometer adding- 
calculating machine has just been announced by Felt & Tarrant 
Mfg. Co., 1735 N. Paulina St., Chicago. In the answer register 
all ciphers preceding the actual answer have been eliminated, 
making for easier reading of answers. Previously an answer read: 

35. In the improved Model M it reads: 56735. Thus, 
the operator's eye-travel is limited to the length of the answer 
rather than the entire length of the answer register. To further 
aid the operator in reading results accurately, all ciphers that 
are actually part of the answer (termed “active ciphers”) are 
solid and thus are more quickly and easily distinguishable from 
other figures in the answer register. 


BELOW: 


WHEEL FILES. Any one of many thousands of cards may be 
brought to working position by a simple turn of the wheel of the 
Wheeldex file, product of Wheeldex Mfg. Co., 91 Wall St., New 
York. Reference can be made, or entries easily posted, directly 
to cards without removal from the file, although cards can be 
quickly inserted or removed at any point as often as desired. Both 
the front and back of the cards are visible, may be inspected with- 
out removal and without being held. There are more than thirty 
models available in all volumes in standard or special sizes for 
posting and reference purposes. Wheeldex runs on ball bearings, 
smoothly, easily. Models may be had for desk top use, as well 
as for use in desks. Units are furnished with plain white cards 
in various sizes and alphabetic guides. Other arrangements may 
be had to order. Numeric, geographic, or special name guides, 
as well as colored cards, are available for all purposes. Standard 
colors include buff, green, salmon, canary. An automatic clutch- 
ing devices permits free rotation of the wheel, yet provides a firm 
writing surface. 
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Give him "A GUIDE TO THE 
RUNNING OF THIS DESK” 


By Cheney Archer 


routine job to be delegated to anyone with a little spare time on his 
hands. Like all purchasing functions, it can be performed efficiently 
only by those who have, through training and experience, acquired the 
manifold qualifications for the job. It calls for a knowledge of men, meth- 
ods, and sources which cannot be acquired overnight, and which naturally 


T=: purchase of equipment and supplies for the office is no ordinary 


e 
ne cannot speedily be imparted to the man who is understudying the pur- 
iy chasing agent. 
pe In these days when manpower is being drafted in one way or another 
“ for national defense, whether it be in military camp or in civilian pro- 
ty duction, the purchasing agent more than ever owes it to his organization 
“ and himself to render as easy as possible the transfer of his functions to 
ell someone else in the event that circumstances take him away from his 
- post. In many organizations the purchasing agent is provided with an 
2s, assistant who works closely with his chief and in the course of months or 
" years absorbs the knowledge needed to take over during the absence of the 
m purchasing agent himself. But in other organizations, where the job of 
purchasing is concentrated solely in one man, it is not possible for him 
to impart this knowledge and share his experience with an understudy, 
and as a result when he leaves his desk—through promotion, illness, or 
vacation, or (as is happening more and more frequently now) by reason of 
defense demands—there is, in plain Anglo-Saxon, hell to pay! 

Whether the understudy has been definitely designated as such and is 
definitely engaged in mastering the details of the purchasing agent’s job 
or whether that understudy exists only in theory, the wise purchasing 
agent in these times will arrange matters so that the job will not have 
any unnecessary elements of mystery about it for the newcomer. 

The purchasing department of one of the nation’s leading advertising 
agencies, Arthur Kudner, Inc., International Building, Rockefeller Center, 
New York, believes that it has found the answer to the problem in a com- 
pact loose-leaf book, got up by one of the members of the Kudner staff. 
The cover bears on it the title, “Guide to the Running of This Desk.” 

When the book came into being last summer, “This Desk” was the desk 
of Harold D. McAneny, at that time in charge of purchases, transportation, 
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and communication at the Kudner office. The book was created by Mr. 
McAneny to guide the man replacing him during his two weeks’ vacation, 
and to provide an outline of the complicated job for the successor who would 
eventually take Mr. McAneny’s place when he received the promotion he 
has since attained. Every concrete fact that can be put down in text and 
charts regarding the job is presented in the book concisely, clearly, in 
logical sections, and with a complete index in the front of the book for 
speedy reference to every subject. 

The section devoted to purchasing of supplies and equipment for the 
office is divided into six parts: Stationery, Art Materials, Furniture, 
Machines, Miscellaneous, and Purchasing Bills and Records. It starts with 
an unvarnished statement of the theory of purchasing which may well 
be quoted here: 

“The purchasing of any sort of material is a very flexible matter. All 
sorts of prices and promises can be had on all items. But in the end you 
usually get only what you pay for no matter how a salesman may dress 
up his proposition.” 

The book then proceeds to break down systematically the main classi- 
fications of material purchased for use by the office—which are Paper, 
Carbon and Ribbons, Fasteners, Filing Supplies, Loose-Leaf Supplies, Ink, 
Pads, Pencils, Stencils, Miscellaneous Stationery, Office Furniture, Office 
Machines, and Art Supplies. 

Under each of these headings are grouped the essential facts needed in 
the intelligent purchasing of the materials, with a list of the dealers and 
other supply sources used, complete to telephone numbers and the names 
of the salesmen contacted. 

(Turn to Page 36) 


PLAN OF TOP OF “THIS DESK” 

This plan of the top of the purchasing desk at the office of Arthur Kudner, Inc., nationally known 
advertising agency, is a feature of the loose-leaf manual, “Guide to the Running of This Desk.” Similar 
plans are carried in the manual for each of the desk drawers, showing in detail the contents of each 
drawer and the exact position of each of the items in each drawer. 
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THE LEASING NEGOTIATION 
THE OFFICE LAYOUT 


By Kenneth H. Ripnen 
of Kenneth H. Ripnen Co., Inc. 


AY lst this year is certain to climax a period of far greater activity 
Mi in the office rental field than in many a long year, as the defense pro- 

gram speed-up of industry sends new firms into the market for office 
space and forces older firms to move to larger office quarters on the 
expiration of existing leases. 

During the next four months, therefore, many business executives in- 
cluding many who had figured on an easy, routine renewal of a current 
lease—will find themselves obliged to enter upon frequently complicated 
office leasing negotiations, involving consideration of many a factor of 
vital import to the smooth functioning of their organizations. 

Preceding the leasing negotiation, there comes of course, the task of 
locating the most desirable building and of creating an office layout within 
the frame of the new space. Previous articles in this series have discussed 
these matters in detail. Here I wish to cover the essentials of the leasing 
negotiation itself, in its relation to the office layout. 

The moving of an office and the building of a new office layout are usually 
budgeted cost jobs. If the cost is to be held within budget limitations, it is 
necessary to be alert as to just what one can count upon in the way of 
co-operation from the landlord. 

Construction costs in office layout work are the partitions, the painting, 
and the electrical, plumbing, and structural building features of the office, 
which are sometimes taken over by the new landlord, and references to 
which are embodied in the leases. (Turn to next page) 
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Sometimes the landlord rents the office space without preparing the 
premises further for the tenant than to have the space broom-cleaned 
and painted. 

This occurs mostly in buildings of the loft type, where the rental 
is so low that the landlord cannot afford to do anything much for the 
tenant, and where at the same time the tenant’s requirements are such 
that simple, open space satisfies his requirements for occupancy. 

In other cases the landlord will do considerable work for the tenant, 
such as installing typical plaster, wood, or steel partitioning, and doing 
required painting, electrical, and incidental plumbing work. 

Sometimes the landlord will do all the work of preparing the prem- 
ises for the tenant and will go so far as to pay the costs of moving 
the furniture and equipment to the new offices. Ordinarily, of course, 
whatever extras the landlord provides for the tenant is amortized 
over the length of the lease, and the amount of work done by the land- 
lord is reflected in the rent paid by the tenant. 

When the landlord takes over the responsibility of preparing his 
premises for a new tenant, it is naturally to the tenant’s advantage 
to see that detailed working drawings and specifications outlining this 
work are embodied in the lease. This eliminates controversies as to 
the extent of the work, and extra costs on the part of the landlord 
and the tenant, and best insures a happy tenancy. 

If there is vagueness on any important points, an opening is pro- 
vided for extra costs to develop, beyond the limits of the moving 
budget. The corporation executive or lawyer handling these nego- 
tiations can best avoid these extra costs by seeing that the fullest 
extent of the structural work of preparing the new office layout is 
clearly indicated in the lease. 

In our work we have uncovered too many instances where references 
to thousands of dollars worth of work to build an office layout have 
been crammed into two or three paragraphs as part of the lease, with- 
out detailed plans and specifications to make perfectly clear what was 
intended. We have on many occasions taken it upon ourselves to work 
(Turn to Page 38) 
A typical check list on work usually undertaken by the landlord, as used by a new tenant in 
preparing an office layout in a modern office building. Other special items that may be included 


in the lease by reference to the work drawings and specifications are: wickets, floor covering, 
coat racks, and closet shelves, all subject to negotiation before signing the lease. 


PARTITIONS: 


Plaster, wood, metal and composition board types 
including doors, borrowed lizhts, etc. 


PAINTING: 


Decorating of premises including radiators, doors, 
windows, etc. in colors selected by the tenant. 


The necessary radiator chances as brought ebout 
by the tenant's partition layout. 


Overhead lighting fixtures and switch control and 
convenience outlets for machines and fans. 


Install wash basins and tenant's water coolers. 


blinas, colors selected by tenant. 
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AND CLOSE SUCCESSFULLY EVER AFTER WITH 


DURABLE AS THE PAPER ITSELF 


(1) A Purchasing agent has to interpret everyone 
else’s responsibilities. (2) RECORDS are among 
any company’s gravest responsibilities. (3) The 
enemies of records are TIME and DAMPNESS. 
(4) Sheaffer’s Permanent SKRIP makes any 
record PROOF against attack — as long as the 
paper lasts. It is proved by YEARS, by FLOOD, 
by all the experience that has made it America’s 
largest-selling writing fluid. (5) IT IS THE ONLY 
PERMANENT NON-SEDIMENT-FORMING RED- 
and-BLACK (or Blue-Black or Blue) WRITING 
TO ANSWER THIS AD FLUID COMBINATION ON THE MARKET. (6) 
Use QUICKMAIL Sheaffer’s quantity price offer is most attractive. 
COUPON xolEE Let your stationer quote you! 


W.A. SHEAFFER PEN COMPANY - - “Writing Headquarters” - - Fort Madison, lowa 


FREE: OFFICE TEST SAMPLES OF 
PERMANENT OR WASHABLE SKRIP. 
HAVE BOTH YOUR CLERICAL’ PEOPLE 
AND YOUR LABORATORY TEST THEM! 


January, 1941 GEYER’S OFFICE EQUIPMENT DIGEST 


ab For Purchasing Agents, Controllers, Office Managers 


\G AX \ 
| | | 
N \ N 
\ WC 
\ NS 
\ 
SS AAG AQ 


(Continued from Page 32) 
- i Li wR | Nothing is left unsaid, nothing taken for granted. 


Each of the classifications gets a concise paragraph 


| or two explaining clearly not only all that the purchaser 
2 needs to know about the merchandise but also about 
the use to which it is put in the organization. Take 


for instance under Pencils this description of car- 


/ penter pencils: 
FFFII | EN [ f “These pencils are broad flat pencils used for rough 


layout work,” says the book. “They come in different 
grades of hardness, and are known by grade numbers. 


DURING TRANSFER SEASON | H means a hard grade and HB the grade that is 


: | medium. They range from 6H which is very, very 
Use Katheroid, FILE POCKETS | hard to HB which is medium and then on down to 6B 


. which is very soft. We use mostly 6B carpenter pencils 

ad Teper, FILE JACKE rs and a few 2B’s and 4B’s. The code for hardness and 

For neater, better transferred records. | softness of lead described above is standard for all 
; types of pencils.” 

Or take this comment under Shipping Supplies re- 
garding corrugated board: 

“This board is bought in lots of 5,000 sheets for 
price. We have it delivered in lots of 750 sheets at 
a time. The balance is held in the warehouse for us 
and is drawn out as needed. The price on this material 
fluctuates a great deal. A good price is about $7.30 
to $7.60 per 100 sheets. At present ———————— Offfice 
Supply Co. has been selling this board to us and giv- 
ing good service on delivery.” 


Or this concerning office machine records: 


“On the desk in a little 3 x 5 box is kept a card 
record of each machine. They are identified by their 
serial number. As new machines are bought, a new 
LETTER OR LEGAL SIZE with 134”, 342”, or 5¥%2” Expansion card should be made out for each new machine. If 
repairs are made to a machine the date and amount 
should be entered on the reverse side of the card. Miss 

has a master record of the machines and it 
is a good idea to have the two records checked with 
each other every six months. As a typewriter changes 
hands there should be an entry made on the card to 
the effect so that any machine can be found at a 
moment’s notice.” 


They save time and speed up transfer activity. 
Handle bulky correspondence most efficiently. 
Doubly reinforced for lasting durability. 


Purchase Records Detailed 


Closing sections of the book are devoted to a detailed 
explanation of the handling of the bills and purchasing 
records, samples of the forms used in requisitioning 
and purchasing (each filled out to indicate exactly the 
method of filling them), and a list of persons in the 
office who are prepared to supplement any of the infor- 
mation given in the book. : 

At the end of the book comes the crowning touch of 
practical helpfulness, a plan of the top of “This Desk” 

: F | and of each drawer in it, indicating exactly what is kept 

LETTER OR LEGAL SIZE with 1”, 11" and 2” Expansion on the desk and inside it. With these plans even a 

BUY THESE THRU YOUR STATIONER | person totally unfamiliar with the desk can put his 

HE CAN HELP YOU WITH YOUR TRANSFER PROBLEMS 7 hands immediately on work in progress, data, records, 
| forms, or actively used reference books. 


' Because the “Guide for the Running of this Desk” 
QU ALITY PARK ENVELOPE C0 is loose-leaf, it can be revised constantly to keep it up 
2 - to date. The initial preparation of it was no small task 
General Office & Fac Chicago Office | but the book has shown itself to be one of the most 


Quality Park : useful of Kudner office properties, the key—so far as 


iven—to a vitally i but diffi- 


FILE JACKETS @ FILE POCKETS 


To answer the above ad use QUICKMAIL COUPON No. 17 
36 January, 1941 


WAYSTOSTEP UP YOUR UNDERSTUDY 
i 
| | 
a | | 
en 


YELLOW, BLUE OR 


PENAL MONG 


which has always \ ‘ for fine lines E 
been stronger than Vg and figures 


other colored thin WA... . or for 


lead pencils. BA detail work. | 


for needle-point 
sharpness, long 
retained. 


A request on your business letterhead will 
(@) bring you a FREE SAMPLE of the hard or 
very hard degree—in red or blue as you 
specify. Try them by comparison with what “HEX”, too, to meet 


“ROUND”’—for those 


who prefer them you're now using. 


all desires 


COMPANION TO MONGOL 482—THE BUSINESS PENCIL OF THE WORLD 


January, 1941 


To answer the above ad use QUICKMAIL COUPON No. 21 
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Leadership: im: rine waiting mateniacs since 


STANDING , 
| SALES FEATURES IN A 
> COMPLETE LINE OF 


2 


ADDING MACHINE ROLLS 
BOND PAPERS 
WRITING PAPERS 


DUPLICATOR PAPERS 
(New Catalog Now Ready) 


SCRATCH PADS 
(Complete Range of Sizes) 


SECOND SHEETS 
PRINTED COPY SHEETS 

FILE FOLDERS 
MANIFOLD PAPERS 
RULED PADS 


PAPER SPECIALISTS 
FOR THE 


STATIONER 


1511 WEST 38TH ST., CHICAGO 


To answer the above ad use QUICKMAIL COUPON No. 18 
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LEASING NEGOTIATIONS 


(Continued from page 34) 


out a mutual understanding between landlord and ten- 
ant after others have overlooked the importance of 
making this important part of the leasing negotiations 
clear to all parties concerned. 

In order to do a thorough job with the leasing nego- 
tiation, as it affects the moving budget, it is necessary 
that the detailed office layout be prepared before the 
working drawings and specifications and that these 
be properly embodied in the lease before signatures 
are affixed. 

The suggested check list shown with this article 
shows typical items which it is customary for the land- 
lord to handle in preparing his premises for a new 
tenant. 

When leases are signed with the extent of the land- 
lord’s work plainly defined and agreed on, the corpora- 
tion executive is free to plan his equipment and other 
moving expenses without danger of contingencies which 
will send costs soaring beyond limits determined upon. 


NATIONAL POSTAL METER 
OPENS BRANCH OFFICES 

A number of branch offices for sales and service on 
its metered mailing equipment have been opened by 
National Postal Meter Co., Inc., Rochester, N. Y., at the 
following addresses: 7 St. Paul St., Baltimore, Md.; 
170 Summer St., Boston, Mass.; 210 Pearl St., Buffalo, 
N. Y.; 542 Free Press Bldg., Detroit, Mich.; 198 Pearl 
St., Hartford, Conn.; 478 Broad St., Newark, N. J.; 
1008 Investment Bldg., Pittsburgh, Pa.; 217 Southern 
Bank & Trust Co. Bldg., Richmond, Va. 


SHAW-WALKER CATALOG SHOWS NEW DESK 

In 1938, Shaw-Walker Co., Muskegon, Mich., intro- 
duced its new 29-inch high desk in one model, for field 
test purposes. So satisfactory has it proved in service, 
reports the firm, that in the 1941 issue of its catalog, 
Office Guide, just out, the new 29-inch “natural height” 
becomes standard for all Shaw-Walker desks. By rede- 
signing, the new desk has been achieved without sacrifice 
of drawer room or arrangement, or without cramping 
the knee space. 

The new desk height, announces the firm, makes for 
easier reading, writing, reaching; provides natural 
working posture, greater range of vision, and greater 
working comfort. 


NEW MIMEOGRAPH STENCIL SHEET 
PRICES ANNOUNCED 

A. B. Dick Co., 720 West Jackson Blvd., Chicago, 
has announced, effective January 1st, a reduction in the 
list prices of the more widely used Mimeograph brand 
stencil sheets, as well as a beneficial quantity purchase 
schedule which is attached to the company’s new price 
list (Form 2600) on Mimeograph brand supplies. 

The company reports that continuous research during 
the past several years has developed a new technology 
in the production of Mimeograph stencil sheets which 
permit lower manufacturing costs. It has always been 
the company’s aim to maintain uniform high quality in 
its products and to make them available to users at the 
lowest possible price. 

At the same time the company announces a new 
schedule of charges, to go into effect January Ist, on all 
die-impressed stencil orders, both repeat orders and 
orders involving new composition. 
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CALCULATORS 


National Business Show visitors find something of interest on every side. 


BUSINESS SHOW TIES WITH DEMAND 
FOR OFFICE SPEED-UP 


By Andrew Duane 


HE keynote of this year’s National Business Show, greater efficiency 
for the office, is the same as that for every one of the Shows held since 
1904, when this unique annual get-together for office supply and equip- 
ment manufacturers and distributors, their products, and the users of these 
products was first established. But the emphasis on materials and methods 
on for speeding up office efficiency is greater at this Show than at any held 
= during the preceding thirty-six years. for this year sees at its highest pitch 
the demand from office executives for the things which make for increased 
office production. 

Despite the limitations of wage and hour laws and a possible shortage of 
skilled office workers comparable to that becoming apparent in skilled fac- 
tory workers, large numbers of those responsible for office production will 
this year be called on to handle a heavier volume of work than ever before, 
because of the direct and indirect effects of the defense program in every 
branch of industrial and commercial activity. 

There can be no tolerance this year for slip-shod office methods, or obso- 
lescence, or insufficient equipment. Widespread awareness of this is acting 
as the most effective spur yet to the modernization and mechanization of 
the office. 

The office stationery items, furniture, machines, equipment. and supplies 
which scores of well-known firms in this field will have on view in their ex- 
hibit space at the Show when the doors are thrown open at Grand Central 
Palace, New York at 1 p.m. February 3rd are representative of the highest 
degree of inventive genius and manufacturing skill of which the commercial 
stationery and office equipment business is capable. The exhibits bring 
i together for convenient inspection and demonstration a wealth of items 
fe holding this industry’s answer to the challenge of the times. (Next Page) 
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Advance demand for tickets, which is heaviest in the history of the Show, 
is taken as evidence of the deep interest being shown by office executives 
and employees in the efficiency speed-up required of the office this year, and 
in what the manufacturers are featuring as new for that important purpose. 

Intensive preparation for the Show over many weeks on the part of the 
exhibitors and the Show management has left nothing undone to insure a 
wholly successful event. Frank E. Tupper is president of the National 
Business Show Co., Inc., the organization which has carried on these Shows 
for well over a third of a century; Edwin O. Tupper is secretary; and C. H. 
Hunter, western manager. 


NATIONAL BUSINESS SHOW EXHIBITORS 


As listed up to ti 


Acco Products, Inc. Guide System & Supply Co. 

Ace Fastener Corp. Hunter Electro-Copyist Agency, Inc. 
Acme Visible Records, Inc. Hygrade Sylvania Corp. 
Addressograph-Multigraph Corp. Inkograph Co., Inc. 

Allen-Wales Adding Machine Corp. International Business Machines Corp. 
A. J. Amberg Business Equipment Corp. Kee Lox Mfg. Co. 

American Automatic Typewriter Co. Linguaphone Institute 

Art Metal Construction Co. Marchant Calculating Machine Co. 
Atlantic Register Co. Monroe Calculating Machine Co., Inc. 
Autopen Corp. Multipost Co. 

The Bircher Co., Inc. National Blank Book Co. 

B. H. Bunn Co. National Postal Meter Co. 

Business Equipment Sales Co., Inc. Office Appliances 

Davidson Mfg. Co. The Office 

Dictaphone Corp. Oxford Filing Supply Co. 
Dictograph Products Co., Inc. Postage Meter Co. 

Ditto, Inc. Pronto File Corp. 

DoMore Chair Co. Rite-Line Corp. 

Dun’s Review Royal Typewriter Co., Inc. 

Duplex Desk Co., Inc. Snapout Forms Co. 

Thomas A. Edison, Inc. Standard Business Machines Corp. 
Elliott Addressing Machine Co. Standard Register Co. 

Esterbrook Pen Co. Underwood Elliott Fisher Co. 
Fastener Corp. Victor Adding Machine Co. 

Friden Calculating Machine Co. Visible Index Corp. 

General Electric Co. Visible Records Equipment Co. 
Geyer’s Office Equipment Digest Alfred Allen Watts Co. 

Geyer’s Topics Wheeldex Mfg. Co. 


Average attendance at the past five National Business Shows in New York has been 79,484. 
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BELOW: 


SYSTEMS DUPLICATOR. To general systems duplicating, this 
duplicator, from Standard Mailing Machines Co., Everett, Mass., 
brings versality in reproducing orders, invoices, shipping tags, 
countless other business documents. For unit posting work, the 
machine reproduces in a single operation a common heading with 
an individual item eliminating hand posting for statistical analysis. 
The illustration shows the operator feeding small unit posting slips 
into the duplicator which will take sheet sizes up to 12 by 14 
inches. Foot pedals, counterbalanced to relieve fatigue, control 
the machine, leave the hands free for feeding. 


BELOW: 


EXECUTIVE POSTURE CHAIR. A newly-patented mechanism 
which permits of more accurate adjustments and greatly facilitates 
such service is embodied in the Aristocrat model executive-type 
chair from DoMore Chair Co., Elkhart, Ind. Several mode's are 
available in the line, all with a variety of upholstery mat :rials 
and finishes. The Aristocrat, as well as other models, embody 
the Exerciser back. Literature describing these new chairs is 
available on request. 


ABOVE: 


ACELINER STAPLER. The Ace Fastener Corp.. 3415 N. Ashland 


Ave., Chicago, has announced the Aceliner, a four-way stapling 
machine. Modern in design, it is attractively styled in a number 
of luxurious colors to match the color scheme of offices or homes. 
The machine staples, pins, tacks, clips. By taking it up in the 
hand it becomes a hand plier. Made of all-steel construction to 
assure uninterrupted service without repairs, the Aceliner can- 
not clog or jam. 


STYLOGRAPHIC INK PENCIL. Inkograph Co. Inc., 200 Hud- 
son St., New York, has made a number of improvements in this 
stylographic ink pencil. In addition to being a smooth writing 
pen on any quality of paper, tag, or label because of its ball-like, 
14-karat gold point which will not bend or spread, it is suitable 
for making clear carbon copies with original in ink. The pen suits 
any hand or style of writing, may be used for rapid lettering or 
ruling without smudge or blot. 
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ABOVE: 


VERTICAL FILING. Here's a close up of the new style hang- 
ing file folders used in the recently-announced Pendaflex filing 
method, a product of Oxford Filing Supply Co., 340 Morgan Ave.. 
Brooklyn, N. Y. Because the folders hang from the top instead 
of sitting on the bottom, the technique of filing is simpl:fied since 
the Pendaflex method reduces the number of motions involved in 
removing or inserting papers. The two folders in the illustra- 
tion are the same size, but the rear folder is shown expanded to 
hold papers that bulk over 11/2 inches. Yet the tab of the heavily- 
loaded folder remains on the same level, and the folder cannot 
slump or sag. Any letter or legal size cabinet drawer may be 
easily converted for the use of the Pendaflex folders by the in- 
stallation of an inexpensive steel frame. Folders have slant cellu- 
lose acetate tabs, easily movable to any position, and are made 
in fifth and third cut styles. 
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NEW YORK CITY 


37th ANNUAL 


NATIONAL 


You are cordially invited to attend this Show 
to check up on and compare the office equip- 
ment and methods you are now using with the 
latest offered by the office equipment industry. 


NATIONAL BUSINESS SHOW 


Frank E. Tupper, Manager } 
To answer this ad use QUICKMAIL COUPON No. 28 NEW YORK CIVY 


50 CHURCH STREET 
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RIGHT: 


METERED MAILING MACHINE. National Postal Meter Co., 
14 Franklin St., Rochester, N. Y., has announced this new stream- 
lined model, the NPM 85. Fully automatic, the new metered mail- 
ing machine incorporates all the outstanding features introduced in 
the other models of the NPM line, plus such additional develop- 
ments as variable speed control (capacity 7500 to 10,800 per 
hour), a sensitive letter-trip mechanism, positive automatic feed, 
portable letter trays mounted on a detachable rack. 


LEFT: 


ELECTRIFIED ACCOUNTING MACHINE. This new Elliott Fisher electric 
keyboard model from Underwood Elliott Fisher Co., 1 Park Ave., New York, 
retains the flat writing principle, but by employing an electric keyboard and 
other operating features stresses greater speed and ease of operation. It is 
available for every accounting need. The standard single keyboard, completely 
electrified, has just ten figure keys and the standard alphabet keys. Figure keys 
are used to write folios, addresses, numerical descriptions, and to write simul- 
taneously and automatically add, subtract, cross-compute and total amounts. 
The writing surface feature is available in 11, 16, and 24-inch widths, and in 
several models to accommodate the various types of forms. 


LEFT: 


TWO-PURPOSE DUPLICATOR. Outstanding feature of this Davidson Dual 
Duplicator is its ability to produce both offset and letterpress duplicating. 
Instead of the conventional three cylinders for offset work, only two are re- 
quired. The change-over from one method to the other is said to require 
about 10 minutes. Simple adjustments which permit the shifting of plates 
in four directions are said to make the matter of accurate color registration 
qute simple. A suction feeder feature prevents more than one sheet going 
through at a time. If two or more sheets start through at one time they 
are immediately dropped into a tray below the feeder. This does not stop 
the machine and there is no interruption of work. Another detector causes 
the lower cylinder to drop out of position automatically if a sheet is miss- 
ing, thus preventing the piling up of ink on the blanket or platen. The 
machine will reproduce from offset plates, type, electrotypes, rubber plates. 
The present model will handle work up to 10 by 14 inches at a speed of 
6000 per hour. The suction feeder has a capacity of 5000 sheets of 20-Ib. 
stock, in sizes from 3 by 5 inches up. From Davidson Mfg. Corp., 1020 W. 
Adams St., Chicago. 


BELOW: 


PRONG-TYPE BINDER. The back construction of this binder 
for visible records, from National Bank Book Co., Holyoke, Mass., 
is of black plastic coated steel, with steel end caps. Label hold- 
ers with celluloid insert provide for indexing contents on back 
and end of binder. The binder has an automatic shift, is suitable 
for use when there are many entries and frequent changes of 
sheets. The binder has Stanite sides metal edges, plastic-sheathed 
steel back. A single automatic lever opens spaces for new sheets, 
or closes gaps quickly. The binder provides a flat writing surface 
in any position. 


STANDARD TYPEWRITERS. Royal Typewriter Co., Inc., 2 Park 
Ave., New York, will feature its Model KMM standard typewriter, 
and the Royal carbon ribbon typewriter at the forthcom:ng Nation- 
al Business Show in New York. The KMM model is equipped 
with Magic Margin, Touch Control, other features such as Finger- 
Flow keyboard, automatic paper lock, Finger-Comfort Keys, non- 
glare finish. The carbon ribbon typewriter takes both regular 
correspondence and special carbon ribbon work with quick change- 
over adjustment. Both models are supplied in 12, 14, 18, 20, 26. 
and 32-inch carriage widths. Complete dust protection, accelerat- 
ing type-bar action, roller trip escapement, hardened steel carriage 
rails are inbuilt on all of the firm’s standard typewriters. 
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INKOGRAPH 


PENCIL POINTED PEN 
The Only Perfect Style Ink Pencil 


Many new improvements resulting from over 
twenty-five years of specializing solely in the 
manufacture of Stylo Ink Pencils has made the 


Inkograph the only successful one ever devised. 


It writes with the ease and smoothness of a soft 
lead pencil and is unequaled for making clear 
carbon copies with original in ink. Ideal for rapid 


ruling and lettering without smudge or blot. 


It is fully guaranteed and can now be safely 


recommended for lasting service and satisfaction. 


Send QUICKMAIL COUPON No. +43 for Catalog and Prices. 


Inkograph Company, Inc. 
World’s Largest Manufacturers of Pencil Pointed Pens 


200 Hudson Street, New York, U. S. A. 


Visit our Exhibit at the National Business Show, Week of February 3rd, 1941. 
Booth No. 212 Grand Central Palace, New York. 
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Six attributes essential in a good buyer—charac- 
ter, intelligence, application, an ability to express him- 
self simply and clearly, judgment, and the ability to 
work with other men, were listed in September's 
Geyer’s-Digest in a summary of a talk made by John 
P. Sanger, vice-president in charge of purchases for the 
United States Gypsum Co., Chicago, at the recent Na- 
tional Association of Purchasing Agents convention. 

In building purchasing department personnel, there 
are many other factors to be considered, said Mr. Sanger. 

First is what might be termed the “dynamic” as 
compared with the “static” approach. The “dynamic” 
buyer seeks constantly for new and better ways of doing 
each specific job. He does not wait for salesmen to 
bring the answers to him, but instead actively seeks 
better answers. 

To bring about this state of mind, the department 
head is constantly asking the following questions of 
his buyers: 


1. What are your plans for the year ahead in the 
purchase of this item? 

2. What are your specific objectives for the year, 
looking toward better values or. lower prices? 

3. Have you adequate service records from which to 
work? 

4. What new developments are you considering? 

5. Have you seen the plants of your major sources 
and what new thoughts have you brought back 
from such visits? 

6. What are the greatest needs of operating, sales 

and research, and what are you doing to supply 

them ? : 

Is the market strong, or weak, and are you using 

the tools of inventory and contracts to the best 

advantage? 


To install such alertness in an organization the de- 
partment head must be a planner and a requirer. Plan- 
ning ahead (and by this we mean resolving plans in 
written form) is the keystone of success of today’s 
leaders. Requirements by the management that the 
organization in turn plan, and that it then execute its 
plans is of equal or greater importance. The men who 
“make an organization tick” might well fall under one 
or all of the following three classifications: 

1. Requirers. 

2. Planners. 

3. Getter Doners. 


In addition, there are many other men who might 
fall under one or all of these classifications: 

1. Hard workers. 

2. Accurate workers. 

3. Thinkers who never do. 
Doers who seldom think. 
5. Good starters but poor finishers. 


Every purchasing department has such men in it. 
They are the “‘wheelhorses.”’ 

The job of the head of the purchasing department is 
to require that his men plan, and that they then get it 
done. This requirement will go a long way toward 
building the “planners” and “getter-doners” from the 
ranks of the “wheelhorses.” 

The second basic method of approach is the policy of 


cultivating the friendship of sources of supply and of 
building relationships of long standing. This is in con- 
trast to the policy of being “tough” and opportunistic, 
A department head must be continually alert to the atti- 
tude of his men on this point. His personal example is 
most important and frequent talks with his men, <de- 
signed to emphasize the point, are most helpful. 

One basic policy is recommended in training men after 
they learn the basic requirements of the job, and that 
is to require that they bring to the department head 
the problem and the answer. A department head who 
fails to do this and who answers the problem himself 
can never build men. This policy does two things: 

First, it saves the department head’s time. He 
can veto an answer or make a suggestion quickly, but 
to think through the many angles of a problem and 
arrive at the proper solution is at best a time con- 
suming operation. 

Second, it builds the confidence of the department 
head in the man as he establishes a record of success- 
ful handling of problems. Soon the head says “use 
your own judgment,”—which does more to establish 
enthusiasm and confidence in personnel than any 
other thing. 

It may well be added that this policy promptly shows 
up the man who cannot shoulder responsibility. 

Summed up-—-this policy can be termed “Decentralized 
authority—Centralized Control.” No man does his best 
work without authority. The trick is to exercise the 
control and at the same time encourage initiative and 
ambition. Leadership is another word for it. Men 
respond to the opportunity of achievement. They want 
and respect “An opportunity and a square deal.” 

The relationship between the department head and 
his men is important. Some men make this a very 
formal matter. Others make it very informal. The 
character of the department head will determine which 
path is chosen, but one thing is important and that is 
that the department head must be close to his men. He 
should know how they are thinking, whether they are 
happy or unhappy in their work and if unhappy, the 
reasons for it. He is then in a position to take correc- 
tive action. 

It is to be assumed that the ability of the depart- 
ment head commands the respect of his organization. 
If he knows his men and their personal problems, he 
also commands their affection, and this is a very real 
factor in getting results. The department head who 
does not know his men can never command complete 
loyalty and co-operation and furthermore, he runs the 
danger of incurring their active disloyalty and at times 
their sudden resignation. 

Another important factor to be considered here is 
the position of the purchasing agent as an intermediary 
between the management above him and the men below 
him. One able executive termed himself a mirror, re- 
garding one of his responsibilities as that of reflecting 
the accomplishments of his men to the management. 
This executive is most careful to give full credit for a 
job well done to the man who did it, preferring to risk 
his own reputation on the building of his men rather 
than on his own specific accomplishments. This man’s 
organization would follow him through the gates of 
Hades if he requested it. 
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very , files! 

The in your files! 
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at is This unique, revolutionary filing method 

. He ends forever the nuisance of sagging folders. 

ps It eliminates the troublesome follower block 
pied and rod. You can file a thick catalog as easily 

as a single letter. Space from which you re- 

move a folder stays open to allow quick, easy 

tion. re-filing. PENDAFLEX is the greatest advance =, The full story of 
a he in filing since the evolution of the file folder. the many advantages of 

noe ALL filing operations are speeded up and made — PENDAFLEX isin our 

— easier leaflet. Write for it to- 
plete day. 
Ft The simple steel frame and suspended fold- 

aon ers will fit in your letter or legal size drawers TO ANSWER THIS AD Here’s the OXFORD PENDAFLEX 
~~" without alterations. Once installed, your filing Use QUICKMAIL DESK DATA OUTFIT 
liary department will reach a new high in perform- COUPON 27 "| 
elow ance, a new low in misfiling and fatigue. v ee ee 
Pendaflex folders for your desk drawer 
too! 
B eeps important data at your finger tips, 
nent. F re) R D Fl L N G U LY C oO ready for instant reference. Includes steel 
for a container, 25 Pendaflex hanging folders, and 
risk 340 Morgan Avenue, Brooklyn, N. Y. your choice of 100 printed headings. 
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WRENN ANNOUNCES NEW BLOTTING 

Enclosed with the current issue of Wrenn-Ditions, 
house organ of The Wrenn Paper Co., Middletown, Ohio, 
was a sample of the first production run of a new Wrenn 
Enameled blotting paper. The brighter white of the 
sheet, its freedom from blackening and undertone, and 
its extra-brilliant finish combine to assure good printing 
jobs from either zine etchings or fine screen halftones. 
MANAGES CORRY-JAMESTOWN 
BOSTON BRANCH OFFICE 

Maurice Cowan, who has had many years of ex- 
perience in the steel offiee equipment field, has been 
named manager of the Boston branch office of Corry- 
Jamestown Mfg. Corp., Corry, Pa., according to an 
announcement from Charles C. Rich, sales promotion 
manager of the firm. Mr. Cowan will make his head- 
quarters at 125 Pearl St. 
CORPORATE FINANCIAL OFFICERS TO MEET 

Corporate financial problems to be faced by com- 
panies as a result of the defense program, new taxes, 
and new developments in the field of accounting will be 
considered at the annual conference of the Finance Di- 
vision of the American Management Association to be 
held January 22 and 23 at the Hotel Roosevelt, New 
York, These sessions, for comptrollers, treasurers, 
other executives with corporate financial responsibili- 
ties, from companies in nearly every industry in the 
United States, will review the current financial position 
and outlook for the average manufacturing company. 
The conference is being planned by a committee di- 
rected by Ernest F. Rumpf, vice-president of the Pitts- 
burgh Coal Co., who is vice-president of the association’s 
finance division. 


L. C. STOWELL PITNEY-BOWES DIRECTOR 
The election of L. C. Stowell, executive vice-preri- 
ient of Underwood Elliott Fisher Co., to the board of 
lirectors of Pitney-Bowes Postage Meter Co., Stam- 
ford, Conn., was announced recently by Walter W. 
Wheeler, Jr., Pitney-Bowes president. Other new 
officers recently elected by the board included: W. R. 
Greenwood, vice-president and general sales manager; 
John H. Pratt, Jr., vice-president and plant manager; 
W. F. Bernart, Jr., executive assistant to the president. 
It is interesting to note that both Mr. Stowell and Mr. 
Greenwood at one time served as president of the Office 
Equipment Menufacturers Institute. 
WESBANCO DESIGNS NEW CHECK 
Ever see a streamlined check? Western Bank 

& Office Supply Co., 205 W. First St., Oklahoma City, 
Okla., constantly on the alert to present new ideas 
which might be helpful to its banker customers in 
keeping up with modern trends, recently designed some- 
thing new in its three-to-the-page customers’ checks. 

In collaboration with Jess M. Beck, Wesbanco presi- 
dent, various papers, inks, types, styles, and szfety 
devices were studied. Because of artistic possibilities 
and safety infallibilitvy, the pantograph process of re- 
production was chosen, and the checks printed on heavy 
rag paper. The task of designing the unique, compelling 
and dignified check wes done by Artist Herbert Arnold. 

The result is a spectacular combination of circles 
and bars, printed on various colored papers with com- 
plementary colored inks. For protection against altera- 
tions, the name of the payee and the «mount are written 
in safety bars, not on lines. Color combinations include 
red ink on gray paper, brown ink on orange paper, and 
bright green ink on dull green-gray paper. 
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ACCO AT BUSINESS SHOW 

Two booths will be occupied by Acco Products, Inc., 
29th Ave. at 24th St., Long Island City, N. Y., at the 
Nationa! Business Show scheduled for the Grand Central 
Palace, New York, February 3 to 8. In one booth will 
be a complete line of Acco products, including fasteners, 
binders, covers. In the other booth the Accoway system 
for filing of blue prints, tracings, plans, charts, other 
large vheets, will be exhibited. 

George W. Christie, J. Kip Edwards, Jr., R. E. Gooley, 
and Gerard D. White, of the Acco sales organization, 
will be in attendance. 


FILING ASSOCIATION HOLDS MEETING 

A delegation from the Filing Association of New 
York attended the January 15 dinner meeting of the 
New York chapter, National Office Management Asso- 
ciation. At the request of E. R. Finch, the Filing Asso- 
ciation, through its research committee, propounded 
a number of questions on filing department manage- 
ment, distributed them to those at the dinner. The 
questions were: 

Is all filing handled by the filing department? Have 
you standardized file equipment and supplies? Are file 
supervisors consulted in :etting up new standards or 
purchasing new items? Are file supervisors encouraged 
to attend management conferences and to make out- 
side contacts? Are form dimensions and layouts de- 
signed for ease of filing and reference? Do you require 
specialized training for file clerks and supervisors? Do 
you use a fi-ing manual? Is there a rapid turnover in 
your file groups? (If so, give probable reason.) 


UNOLD HEADS WEBSTER NEW YORK OFFICE 

M. A. Unold has been named as maneger of the 
New York office of F. S. Webster Co., Cambridge, Mass. 
manufacturers of carbon papers, typewriter ribbons. 
Mr. Unold, who will make his headquarters at 50 
Church St. has been in the New York office for the past 
18 years, is well known to the trade, succeeds Alonzo 
Putnam. 


VISIRECORD DISPLAY AT BUSINESS SHOW 

Visible Index Corp., 530 Fifth Ave., New York, will 
display the Visirecord visible and vertical card record 
keeping equipment for machine or hand posted records 
at the National Business Show, Grand Central Palace, 
New York, during the week of February 3. The Vi:i- 
record line includes posting trays, desk and counter 
height pedestals, Porta-Trays, desk drawer units. 

The exhibit will be under the supervision of Herbert 
Weston, president, and E. C. Norrington, vice-president 
and national sales manager, 


REM-RAND ANNOUNCES 
NEW FILING DEVELOPMENT 

Chemically controlled humidity within a storage 
file for long-period preservation of valuable microfilm 
records is the latest filing development announced by 
Remington Rand, Inc., Buffalo, N. Y. Nine drawers 
of the 585/16-inch high file hold 900 standard 16mm. 
film storage boxes. This permits three and a_ half 
million separate records to be housed in the same floor 
space occupied by ordinary steel files. 

A tenth drawer contains the stabilized chemical which 
maintains a 51 per cent humidity within the czbinet, a 
condition described as ideal for microfilm preservation 
by United States government chemists, according to the 
firm. Slots in the drawers permit the conditioned air to 
circulate freely within the unit, while rubber gaskets 
over drawer heads prevent air from escaping. 
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ACE GLIDER ‘ow 


America’s finest, medium Only 
size, low price stapler. It $ 50 
PINS — STAPLES and * 
TACKS. Matchless in its 

perfect performance and 
all-steel precision construction. 


Loads 210 Undulated Glider Staples. 


The world’s best, small Only 

stapler for many uses in $ 00 
Offices and Homes. It * 
STAPLES — PINS and 

TACKS. Low priced, yet 


THE WORLD'S B 


made to highest standards of quality, 
it cannot jam. Loads 105 Undulated 
Scout Staples 


These two ACE Staplers are the 
Biggest Sellers any dealer could de- 
sire. They surpass all other staplers 
in SALES — in SERVICE — in RE- 
PEATS — in building GOOD-WILL 
plus CONTROLLED STAPLE SALES. 


Consumer Phrase: 


STAPLE 
REMOVER 


Saves your finger- 
nails... prevents 
torn papers. Every 


stapling ma- 5 g° For OFFICE-SALESFORCE or HOME 


chine opera- 
tor should 
have one. 


ORDER FROM STATIONER—10 Days Trial 
*East of Rockies 


ACE FASTENER CORPORATION 


N. Ashland Ave.,. Chicago 
Makers of 
EST STAPLING MACHINES 
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New York Business Show 


See ACCO at the 


or see these time-saving ACCO 
PRODUCTS at your dealer’s 


ACCOBIND FOLDERS 


ACCO 
COVERS 


Increasing business necessitates increasing record 


keeping. You will appreciate the importance of 


papers safely filed and bound with ACCO 


FASTENERS. 


ACCO 
FASTENERS 


in all capacities, 
are available for 
all commercial 
and school 
punchings. 


of genuine pressboard, 
are the last word in 
filing protection. 


of genuine press- 
board, are the most 


practical eco- \ 
nomical binders on 
the market. Made WA 
for all sheet sizes. \ 
/ 


ACCO PUNCHES 


are unsurpassed in 
quality and woerk- 
manship. Designed 
for use with Acco 
Fasteners. 


Write for catalog 
and dealer information 


ACCO 
PRODUCTS. ine 


39th Ave. & 21th St.. Long Island City.N.Y. 


50 
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STANDARDIZING BUSINESS PAPERS 


(Continued from page 29) 


Numerous brands were specified, many of which the 
printer did not normally carry in stock, and the ques- 
tion of substitution would necessarily arise. Inasmuch 
as there were hundreds of forms, on papers of many 
different sizes, weights, and colors, substitution only 
led to confusion and to the question of whether the 
substitutions offered by one bidder were the equal in 
quality of the substitutions offered by another. This 
difficulty was magnified by the fact that little definite 
data as to paper quality were generally available. 

A further complication developed in the rapid in- 
creases in paper prices during the war period. The 
printer could not control the cost of paper to nearly the 
same extent to which he could control the cost of his 
printing and binding, which were under his own super- 
vision. As paper prices went up, the cost of the finished 
product went up also; and in order to save the con- 
tractor from serious losses, price increases were granted 
which might or might not have been less than a com- 
petitor would have asked. The contracts, accordingly, 
lost much of their advantage. 

It was evident that development of a new procedure 
was necessary. The objective would be to establish a 
range of standard papers of suitable quality for all 
1equirements. These would then be supplied to the 
printer at definite prices, in order to relieve him of 
the burden of the paper problem as to both purchasing 
and quality. Under this plan, the printers, in submitting 
their bids for a telephone company’s business paper 
requirements, would be concerned on!y with those ele- 
ments of cost over which they exercised control. 


A. T. & T. Undertakes Standardization Tests 


The American Telephone and Telegraph Co. was 
asked to undertake this work, along with its other 
standardization activities. 

At the time the A. T. and T. Co. undertook standardi- 
zation, information for consumer judgment of quality 
in business papers was indeed meager. Papers were 
generally sold on a brand basis. Specifications ac- 
curately defining strength, wearing qualities, and other 
characteristics of the types of papers used for business 
purposes were little used as a basis of purchase. 

Testing by consumers was infrequent and, if they 
wished to make tests, few instruments were to be 
had. The usual complement of physical testing equip- 
ment consisted of the Mullen or “pop” tester, for 
measuring the bursting strength of paper by breaking 
a hole through a sheet, a weighing scale, and a mi- 
crometer. Buyers would do some “practical” testing 
by tearing a sheet of paper in several directions, by 
feeling and rattling it, and even by chewing a small 
piece. What the last disclosed has not been passed 
on to us. Experience was the principal guide, and one 
not infrequently upset when a manufacturer elected 
to change the quality of a particular brand during the 
course of time or even to discontinue it. 

The A. T. and T. engineers decided to establish a 
range of standard papers adequate for telephone needs, 
according to basic types. They found that an adequate 
range was available among the regular commercial 
grades and concluded that, despite volume sufficient to 
justify manufacture of special grades, this procedure 
should be avoided. To ensure that they were fully in- 
formed regarding all available grades, they visted paper 
mills manufacturing qualities varying from the poorest 
to the best. 

Upon completion by the A. T. and T. engineers of 
their review of the manufacturing and technical as- 
pects of the standardization job, the papers in use by 
the Associated Companies were analyzed for pulp com- 
position, and were tested for strength and other physi- 
cal characteristics in so far as the limited equipment 
available at that time permitted. The result of all this 
work was a thorough acquaintance with both the tech- 
nology of the available grades of business papers and 
with the kinds of papers required by the telephone 
companies. 

Combining the technical information, on the one 
hand, with the usage requirements, on the other, made 
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THESE DEPENDABLE OFFICE ACCESSORIES +0 
ARE NEEDED BY ALMOST EVERY BUSINESS 


Globe-Wernicke offers you a large line of dependable office ‘ 
accessories that speed up business routine, make work easier, / 
save time and money. They are needed in almost every office. e 
Go to your stationer or office equipment dealer, who will be Z 
glad to suggest useful items that can be used to good advantage 
in your office. 


Use QUICKMAIL COUPON No. 63 


Sav S 
Meet most every filing require- @ 
ment. Available in fifteen 
— ey sizes with many A 
styles of indexing . . . 
EVERYDAY FILES in nearly every office. 2 
Eleven styles . . . indexed 
alphabetically, days of week, 
days of month, etc; a 
metal tabs with removable 
inserts. Made in two sizes. 


MARS LUMOGRAPH 
MARS DRAWING 
MARS COPYING 
MARS POLYCOLOR 
GLOBE TROTTER 


“TU: MANILA 
FILING FOLDERS 
Built for long, useful service 
3 .. . all standard styles of tab- 
ae bing. Made in three weights. 
ANGULAR CELLULOID 


TAB GUIDES 


Globe-Wern icke 


Cincinnati, Ohio 


MAKERS OF OVER 4000 | 
. NEEDED IN OFFICES 
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Easy t ... no stooping or i 
movable; unlimited expansion. TRADITION (Colored) 
EXTRA BLACK 
PROSPERITY 
DEADLINE 
AGATE 
CARD INDEX TRAYS TRIBUNE 
Made of hi binders’ board 
CLIP BOARDS lollower . . . 3" x5", 4" x 6", 
P 5” x 8", 6” x 9", and check MOON 
Striped wood M te 4 
b “wil warp. Cli file sizes . . . inexpensive. 
as powe: spring for hold- 
— papers Note, letter, cap, DIANA 
waybill sizes. 
LEADS 
“AO > CARD INDEX TRAYS 
CESS Sturdily constructed . . . with 
WOOD DESK TRAYS or without hinged covers for ° 
Wide hand openings on all 3” x 5", 4" x 6” and 5” x 8” 
four sides and bottom make cards. Wood filler in front 
it easy to handle papers. of tray protects guides. 
53-55 WORTH ST. NEW YORK 


A Pencil or Lead for Every Purpose 
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WHEELDEX 


CARD 


TIME 
MONEY 
and SPACE 


TO EXECUTIVES RESPONSIBLE FOR 
OFFICE PRODUCTION 


Actual “on the job” experience in the exacting offices of 
many leading concerns during the past ten years has 
demonstrated that over 80% of all card record jobs—posting 
and reference—can be advantageously handled by Wheeldex, 
and that Wheeldex does provide total economies greater 
than can be achieved otherwise. Therefore, today no in- 
stallation of card handling equipment can be made wisely 
without carefully 
considering Wheel- 
dex motion econ- 


COMFORTAB 
omy possibilities for me 
each job. TO 3,000 


INVENTORY CARDS 
ALL AT ONE LEVEL 


On most active card 
installations, no 
matter how new, 
it is reasonable to 
expect that Wheel- 
dex can demon- 
strate sufficient sav- 
ings in the daily 
handling routine to 
justify prompt in- 
stallation of the 
more efficient 
Wheeldex method. 


Wheeldex is stead- 
ily replacing more 
elaborate systems on very recent as well as old installations. 
You, too, should profit by applying Wheeldex methods, 
and we urge your thoughtful attention to the unique 
opportunities for savings which Wheeldex alone provides. 


Whether or not you have planning and systems departments 
or specialists of your own, we can be of genuine service. 
We are equipped and know how to cooperate effectively. 
In our own highly specialized field we have a wealth of 
knowledge and experience which we can bring to bear on 
your particular problem. A trial will convince you of our 
sincere desire to serve your best interests. Why not use 


QUICKMAIL COUPON No. 16. 


WHEELDEX MANUFACTURING CO. 
New York, N. Y. 


Division Scholfield Service, Inc. 
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possible the establishment of a standard range of papers 
for the Bell System. Originally thirteen grades were 
set up. They ranged from a low cost paper, composed 
of ground wood and sulphite pulps, for temporary use 
forms, to 100 per cent rag papers for permanent record 
purposes. This list has been revised and expanded 
during the past 20 years, in pace with the changing 
requirements of the telephone companies and with the 
technical developments in papers, until today there are 
23 standard grades. The chart on page 28 lists nine- 
teen of the most widely used standards. 

When the original thirteen grades were selected, 
specifications in the form of standard samples were 
established for each grade. At the time, the standard 
sample was the nearest approach that could be made 
to definite specifications, and while data on composition 
and physical characteristics were developed, it was most 
practical to buy by sample. 

Several conditions contributed to this situation. Raw 
material and manufacturing control was such that paper 
made on one day was not necessarily equal in all re- 
spects to paper made on the day following, so that 
considerable tolerance in quality had to be allowed. 
Paper strength, particularly with respect to tearing and 
folding, is subject to wide fluctuation with changes of 
humidity, and a paper that might pass specification 
requirements on a humid day in summer might fail 
badly on a cold day in winter when the relative hu- 
midity in the laboratory was very low. Airconditioned 
laboratories were extremely few at that time, and very 
expensive. Specifications are normally established on 
the basis of minimum requirements, but to set them 
sufficiently low to cover the worst conditions would 
have resulted in an inadequate definition of grades. 
The sample basis was accordingly decided on. 


Instruments Used for Testing 


Many instruments for the testing of papers have 
since come into wide use by the paper industry and 
by independent laboratories, and testing laboratories 
are conditioned to a definite temperature and humidity. 
The instruments include devices for measuring opacity, 
brightness, light reflection, tearing, folding and tensile 
strengths, smoothness, stiffness, acidity, and degree 
of permanence. 

Substantial advances have likewise been made in 
the technology of paper manufacture and in the design 
of equipment to control better the processing operations 
to produce paper of more uniform quality. These devel- 
opments have recently permitted the preparation of 
written specifications for the purchase of paper, de- 
fining the standard grades in terms of specific test 
requirements covering composition, strength, opacity, 
finish, etc. It is no longer necessary for the Western 
Electric Co., in its purchasing and delivery inspection 
work, to depend entirely on samples, which may de- 
teriorate in storage to the extent of failing to rep- 
resent the qualities desired. 

When paper standardization had been completed, the 
A. T. and T. engineers were ready to assist the Asso- 
ciated Companies in converting their plain and printed 
papers to the standard grades. The possibilities of 
effecting economies in printing as well as in paper 
were developed by the technical men in the course of 
their investigations regarding qualities of paper nec- 
essary for satisfactory printing. These pertained to 
the many features of form design that contribute to 
printing economy. Since approximately 75 per cent of 
all stationery papers used by the Bell System are con- 
verted to printed forms, the potentialities for savings 
on this phase of the work were substantial. 

The telephone companies naturally welcomed expert 
assistance in the survey of their business papers. All 
of the many plain papers and all of the hundreds of 
printed forms required by each company to carry on 
its business in an orderly manner were systematically 
reviewed. The standard grades were substituted for 
papers in current use, with particular attention directed 
to whether the grade employed was most suitable in 
— case. If not, a change to another grade was speci- 

ed. 


Forms or plain papers that did not cut economically 
from standard ream-size sheets were changed, as far as 


(Continued on Page 58) 
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A Big Year 
Predicted 
for 


ATLAS STENCIL FILES 
in 1941 


For those who get behind the popular, new 
Atlas Stencil File line in *41, we predict a 
Happy and Prosperous New Year. 


This prediction is based upon the Atlas 
performance for 1940—every Atlas backer 
proved a winner! 


The Atlas Stencil File is a remarkable in- 
novation in the method of preserving for 
future use, costly mimeograph stencils or offset 
plates. In the Atlas file, stencils hang smooth 
and straight and in indexed order—from 50 to 


1400 in a single, compact cabinet. Saves 
stenographer’s time, stencil cost and prevents 


recutting errors. Five sizes are now available: 
50 — 150 — 300 — 500 — 1400 stencil capac- 
ity. Model shown below holds 300 stencils 
and occupies a space of only 22”x12"x22” and 
sells for but $24.50. 


ATLAS STENCIL 
FILES Inc. 


605 NATIONAL BLDG. 
CLEVELAND, OHIO 


New Double Hanger 
Holds Stencil on 
Each Side 


Use 
QUICK- 
MAIL 
COUPON 
No. 65 


, 1941 January, 1941 
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If there ever was a need for a 
copyholder, Miss Stenographer 
has it when copying from wide nl 

sheets! Doing such work with the aid of a ruler or blotter 
for a liner at a side position is not only “aggravatingly” 
slow but “businessly” wrong. Your local dealer will show 
you how Error-No holds copy at a true vision point— 
how line-by-line copying banishes all possibilities of 
errors. Try Error-No and realize that 
it is the best way—the mistake-free way! 


Use QUICKMAIL 


COUPON wo 
The Dawn Manufactuung 


DIVISION OF THE 


WALL-WELTER CO, INC. 


CHAMPENEY TER. ROCHESTER, N. Y. 
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LEFT: 


STOOL SEAT COVERS. Here is a practical and novel use of a 
seat cover. Perfect Rubber Seat Co., 1412 Unity St., Philadel- 
phia, has introduced this Perfect stool seat cover, a one-piece 


has to sit on uncomfortable hard stools. The seat covers slip 


on easily, retail at $2.50 each. 


RIGHT: 


TYPE AND PLATEN CLEANER. Kleen Key, a new type and 
platen cleaner from U. S. Typewriter Ribbon Mfg. Co., 1001 Fil- 
bert St., Philadelphia, has a triple-action brush applicator. The 
brush is made of absorbent material which holds the fluid, and a 
bristle which scrubs and cleans the type. During the operation 
the fluid passes on to the type, and the absorbent material wipes 
the type while the bristles are scrubbing. The angled brush appli- 
cator makes it easy to get at the type. The fluid is non-inflam- 
mable, will not harm clothing. Priced to retail for 50 cents for 
the 3-ounce bottle. 


ABOVE: 


PENCIL BOX DESIGN. Designed for consumer utility is this 
new Templar Durolead box used by Reliance Pencil Corp., Mt. 
Vernon, N. Y. The box construction keeps pencils handy in an 
easel box that stands on the user’s desk. The box is printed in 
blue and yellow, follows the general design of the recently-designed 
half gross carton which is also illustrated. 


54 


DUPLICATOR STENCIL. The New Process legal-size stencils 
from Pittsburgh Typewriter & Supply Co., 336 Fourth Ave., Pitts- 
burgh, Pa., utilize a new method of using stencils. A quire of 
backing sheets and a quire of stencils are packed separately in a 
box. To use a stencil, simply moisten the gummed strip on the 
backing sheet, place a stencil sheet on it, and the stencil is ready 
to be cut. Popularly priced. 


sponge cushion covered in sturdy corduroy, suitable for use on 
chairs for draftsmen, artists, accountants, or for any one who 


ABOVE: 


ADDING-LISTING MACHINE. First electric machine in its 
new 1941 Barrett Graytone line is this model 831AE electric add- 
ing-listing machine from Lanston Monotype Machine Co., 24th 
at Locust, Philadelphia. Mechanical improvements include a new 
electric switch with enclosed contact points and an improved 
clutch, to make possible split-second starting with the slightest 
touch on the motor bar. The Barrett Simultaneous Keyboard per- 
mits an operator to depress several keys and the operating bar 
at the same time. It has an operating speed of 175 strokes a 
minute, an 8-column keyboard with a 9-column total, visible add- 
ing dials, direct subtraction key, repeat key, correction key. 


ABOVE: 


POSTURE CHAIR. Shown is one of the many posture chairs in 
the new line recently announced by Cramer Posture Chair Co., 1210 
Campbell St., Kansas City, Mo. Chairs have the Rock-A-Back 
feature which fits itself to the motion of the body, has counter- 
acting compressing springs; and the Micro-Grip, a twist of which 
allows back height and seat depth adjustments. Another twist 
secures the adjustment. Seats have Latex foam rubber cushions. 
Models may be had with hair cushions at a slightly lower price. 


THEY STAY ai ANYWHERE 
ABOVE: 


FILE FASTENER. A new type of frictional lock for the Bates 
file fastener has been announced by Bates Mfg. Co., 30 Vesey 
St., New York. The lock is indented so that it will hold in any 
position and cannot slip back and forth. 
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In all business there's no buy- 
ing more complicated than 
the buying of typewriter sup- 


Purchasing Agents 


REFERENCE plies . . . and this is the one 
INKED RIBBONS special problem our valuable 
loose-leat REFERENCE BOOK 


was designed to lick! 


Try to imagine all the rich 
store of Ribbon and Carbon 
“savvy” learned by a leading 
manufacturer in three genera- 
tions . . . set down in black- 
and-white for the convenience 
of purchasing agents and of- 
fice managers. Clearly, simple 
and exhaustively ... each 
subject is treated so that the 
man in a hurry may easily grasp the salient facts. 
“Absolutely essential.” says one delighted buyer of 
this handy volume. “We use it constantly as a 
purchasing guide.” writes another. 


And . .. behind the book . . . a mighty producing 
organization pledged to high quality ideals, with 
fast-acting branch offices in leading cities to assure 
you FACTORY SERVICE, no matter where you are 
or how you order! 


Look well into the M&V plan . . . and start by get- 
ting our REFERENCE BOOK and studying it. 


Use QUICKMAJL 
COUPON no 


Have you a copy of this 
valuable book? 


SALES AGENCIES IN LEADING CITIES THE WORLD OVER 


January, 1941 
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BARKLEY TAB INDEXES 


VISIBILITY 


NO CUTS OR 
SCRATCHES... 


completely the possibil- 
ity of broken finger 
nails or injury to the 
projections to snag 
record. 


NO STOOPING 
OR CRANING... 


Insert placed at 45° 
perfect reading angle, 
the lower file drawer 
is as accessible as the 
upper drawers for quick 
and convenient refer- 
ence. 


RELIEVES 
EYE STRAIN... 


perfect legibility. 
filing and find- 
ing. 


WRITE FOR 
SAMPLES TODAY. 


Use QUICKMAIL 
COUPON No. 32 


C.L. BARKLEY & CO. 


Established 1921 


517 S. JEFFERSON STREET CHICAGO, ILL. 
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BELOW: 


SIDE ARM CHAIR. Smart in design and available in a variety 
of color combinations of enamels, genuine or artificial leathers, 
or mohair frieze fabric is this No. 2425 side arm chair from Sturgis 
Posture Chair Co., Sturgis, Mich. The chair is made of square 
steel tubing with welded joints, has no steel slats but rather a 
ladder-type design which is completely upholstered. The seat is ABOVE: 


ee COPYHOLDER FOLDER. Pictured is one of the many illustra- 


tions in the new Dawn Mfg. Corp. folder, entitled, She’s On The 
Spot, designed to create in the mind of the consumer a definite 
need for the firm’s product, and in the dealer's mind the many 
opportunities for application among their customers, prospects. 
Brought to the fore is Dawn’s Turn-a-Page copyholder with its 
exclusive folding-away and page-turning features. This folder, 
soon to be available for dealer distribution, describes the many 
time and energy-saving features of the Turn-a-Page. Dealers 
are requested to write to Dawn Mfg. Corp. at its new plant at 
16 Champeney Terrace, Rochester, N. Y., for a copy. 


RIGHT: 


FILE-STORAGE CABINET. The top compartment of this Port- 
O-File storage cabinet has a one-drawer letter file, complete with 
follower block, while the bottom compartment can be used for 
books, ledgers, supplies, personal effects, or as a liquor cabinet. 
Both upper and lower sections are equipped wtih individual tum- 
+e) bler locks. The cabinet has rubber tired casters, comes in letter 

and legal sizes, is made of heavy gauge steel with walnut or of- 
fice green crinkle finish. The letter file space is 12% by 24 
inches in size. From Nu-Mark Metal Products Corp., 2115 N. 
Broadway, St. Louis, Mo. 


LEFT: 


TELEPHONE RECORDER-DICTATING MACHINE combination 
is this unit from The Mellaphone Corp., Rochester, N. Y. The re- 
corder may be plugged into the telephone line making it possible 
to permanently record telephone conversations and orders. Both 
ends of long distance calls can also be recorded. Dictation can be 
recorded and played back immediately either on the recorder or 
on a separate playback unit. The recorder occupies a space of 10 
by 15 inches, is complete and ready to plug into any AC outlet. 
Other features include: a magic eye tube which indicates proper 
recording volume; sensitive crystal microphone to produce the 
recordings; a four-tube amplifier to operate the cutter or speaker. 
A volume control regulates the loudness, and a switch changes 
the device from “record” to “play.” Recording discs are low priced, 
and both sides can be utilized. Since the discs are but .025 
inches thick, they can be stored in a minimum of space. 


BELOW: 
wees Pusu 
STAMP PAD. One of the highlights of the repackaging program % Pi N a 
of The Carter's Ink Co., Kendall Square, Boston, is this new stamp HN : , + 


pad, available in five sizes, and in five colors—black, red, blue, 
purple, green. Features include: rolled edges to prevent cutting 
of fingers or rubber stamps; round corners to eliminate ink seepage; 
easy-to-open cover to prevent jamming; cover hinges set away 
from the pad to avoid corrosion from contact with ink; streamlined 
cover lifts to eliminate scratching of fingers. 


ABOVE: 


PUSH PINS. Suitable for office and factory use are the new 
streamlined push pins from H. E. Sweet Mfg. Co., 77 Norwood 
Ave., Edgewood, R. |. The pin can be used for hanging up and 
pinning down things, is useful as a map tack since it comes in 
nine colors, is large enough to be seen from a fair distance. Pins 
are unbreakable, are mounted five on a card, retail for 10 cents 
a card, may be had in ivory, red, green, blue, yellow, pink, orchid, 
black, mahogany. 
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The Daco | HIGGINS 


D 4 CoO | American Drawing Inks 
| Since 1880 the standard liquid drawing inks of the 
> <A world for uniformity, true color, even flow and 
Index Company 


COMPLETE DEALER LINE 


FILING SUPPLIES 


for every practical use: banks, insurance offices, 
_ business offices, or industrial plants. 
Filing Systems—Filing Folders 
Printed and Ruled Stock Forms 
Index Cards—Commercial Forms 
Record Cards—Guides & Indexes 
Bank and Insurance Forms : Your organization ‘of highest 


your organization of highest 


Special and N. C. R. Forms . quality inks, convenient con- 


tainers, economy, non-spoilage 
Red Rope Envelopes and prompt delivery 


Send for a color card of Hig- 


Quality goods—Rightly priced. Consult gins American Drawing Inks 


and a catalogue sheet of office 
your nearest dealer or write us direct. Use oy quran 


THE DAGO GARD & INDEX GO. te 


9 Federal Court Boston, Mass. HIGGIN CHAS. HIGGINS CO..1NC. 


271 NINTH ST., 


Somebody hollers 


Asu- Away 
DUR Lead | SMOKERS 


is an are preferred 
for Offices 
almost and Homes 


UNBREAKABLE | because they 


PENGIL @ Provide a capacious and convenient re- 

+] ceptacle for ashes and stubs. 

@ Provide (tray models) a really convenient 
place for refreshment glasses, matches, 
cigarettes. 

Always look clean and tidy—a press of the 


. and TESTS YOU CAN MAKE button drops ashes and stubs out of sight 
WRITE d LL. 
will prove it! 25% to 75% stronger FOR Avoid spilled or blown ashes. 


@ Avoid foul odors. 

than similar pencils . . . withstands 

pressure of over 250 times its own Use sat annayeaite. lead 

: @ Protect rugs, floors and furniture against 
weight. QUICKMAIL accidental burning. 

Ask your regular Stationery Dealer COUPON @ Are pleasingly styled — harmonize with 

Use QUICKMAIL for FREE TEST SAMPLES or use No. 72 other furniture. 


COUPON Ry 49 | the convenient Quickmail coupon! The NAGEL-CHASE MFG. co. 
RELIANCE PENCIL CORP. Chicago, III. 


Mt. Verace, WORLD’S LARGEST SMOKER MANUFACTURERS 
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DICTAPHONE and EDIPHONES 


104 South Fourth Street 


STANDARD 


= 


you cylinder problems are ours. 
As the world’s largest and 
oldest independent cy!nider makers, 
we've had the facilities and time to 
develop this important tool to its 
highest perfection. But we're never 
satisfied . . . we keep our labo- 
ratories as busy as our shipping 
department. You know you are 
using the best when you use 
STANDARD. 


Write for Samples 


EFFICIENT @ SURE 
ECONOMICALLY PRICED 


Use QUICKMAIL 
COUPON 


STANDARD 


RECORD COMPANY 


Brooklyn, N. Y. 


FOR EVERY DEPARTMENT 
OF EVERY BUSINESS! 


Buy —CESCO products—the complete, 
modern line of record-keeping equipment for 
every department of every business. Trans- 
fer Binders, Post Binders, Ring Books, Visible 


Record Systems, Catalog Covers—Plus—a 
Complete range of ruled and printed forms 
for all business needs. 


SEND FOR OUR CATALOG 


A request on your business stationery will 

bring a fully illustrated, comprehensive cata- 

log of the CESCO line, or Use QUICKMAIL 

COUPON No. 53. 

Our National Users Discount Plan will 
save you time and money. 


The C.E. SHEPPARD CO., 


44-09 21! Street.- LONG ISLAND CITY, N.Y. 
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STANDARDIZING BUSINESS PAPERS 


(Continued from page 52) 


practical, to sizes that would. There are a number of 
mill standard ream sizes for business papers, the most 
common being 22 x 34 inches. Eight letter-size sheets 
8% x 11 inches will cut exactly from this standard size; 
but if the plain paper or form were 9% x 12% inches, 
only four could be cut from the mill size. The re. 
mainder is waste which must be included in the price 
of the finished product. 

Odd sizes in forms often come about because they 
are designed from the inside out rather than the out 
side in; that is, the designer will draw the form and let 
over-all dimensions come as they will, rather than first 
approximating the size, selecting the nearest multiple 
of a standard ream size, and then designing the form 
within it. From the attention to size, not only more 
economical but also more practical and better looking 
forms have resulted. 

The use of colored papers to designate the second, 
third or fourth copies of forms and for other purposes 
was minimized in the surveys because, if used too 
widely, colors lose their significance: pink may have 
a certain significance with respect to one form but 
quite a different meaning in the case of another. Colors 
also add to the cost; for example, a form made up of 
four copies, each of a distinguishing color, involves 
extra expense for printing, since each must be run 
separately and then collated into sets. 

It was sometimes found that separate copies of 
forms bore minor differences in printing. As far as 
the printer was concerned, each copy represented a 
different job, and the important factor of quantity in 
printing economy was diminished by these minor dif- 
ferences. Other items contributing to extra expense 
of forms were eliminated as far as practical, such as 
two color printing, printing on both sides of a sheet, 
numbering, perforating, and others. 


Centralized Purchasing 


As each form was reviewed, specifications were es- 
tablished to cover the usage, size, grade of standard 
paper, color of ink, punching, binding, etc. With this 
information set up, the ground work was laid for the 
Western Electric Co. to take up again its plan for 
centralized buying of business papers in the perfor- 
mance of its function as the service of supply for the 
Bell System. 

Coincident with the surveys of each company’s busi- 
ness papers, the Western Electric Co. had set up sup- 
ply arrangements for the standard paper grades. These 
permitted it to furnish the printers with papers of 
certain standards of quality at definite prices. The 
printers were thus relieved of responsibility for both 
paper cost and quality, which had been primary ob- 
stacles in the earlier attempts at establishing satis- 
factory central supply arrangements. 

As each survey was completed and specifications 
were drawn up for all stationery forms, the Western 
Electric Co. buyer stepped into the picture to negotiate 
with the printers. One of the first questions presented 
was the handling of the composition for each form. 
Setting a form in type, or ruling it in wax in order to 
make an electrotype plate for printing the form, is a 
basic expense which applies regardless of the number 
of copies to be printed. With the hundreds of forms 
involved, the total cost for composition represents 4 
substantial sum. 

In order to protect this investment, it was decided 
to produce a master plate, for a small additional cost, 
which was set aside as the telephone company’s prop- 
erty. The printer was permitted to prepare his printing 
plates from the master and to use it for replacing plates 
that became worn or damaged. Telephone company 
ownership of the master plates also facilitated com- 
petition in arranging contracts, for otherwise a new 
printer would have to reset all composition in order 
to make printing plates for his own presses—a handi- 
cap that would practically preclude a successful bid. 


Establishing Authorized Stocks 


It will be recalled that, in making up specifications 
for each form, usage was included. In the case of forms 
(Continued on page 62) 
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Drawing Pencils 


Axe 
made in our new 
American Factory 
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We invite you to send for our new catalog 
No. 5. Use Quickmail Coupon in this issue. 


Use QUICKMAIL 


373 FOURTH AVE., NEW YORK CITY 


AMERICAN MAP COMPANY 


INCORPORATED 
MAP MAKERS PUBLISHERS 
16 ENST 42"° STREET, NEW YORK 
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KOH-I-NOOR PENCIL CO., INC. 


MAPS OF EVERYWHERE 


STATES — UNITEDSTATES — WORLD — 
SPECIALTY MAPS 


COMF'LED—ENGRAVED—PRINTED 


Use QUICKMAIL COUPON No. 57 


DISPLAYS - LABELS - BROADSIDES 
BOX WRAPS - FOLDERS- POSTERS 


LETTERHEADS 


Combination Runs on 
Four Grades of Bond 


CA NAL 6-7000 
421 HUDSON STREET- NEW YORK, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 68 
January, 1941 


TECHNYGRAPH RAINBOW STYLI 


@ A remarkable new line 
of plastic handle Styli in 
transperent containers. 


@ 29 different Styli, in- 
cluding bali points, loop 
wheel, and shading. 


@ Feather-weight, bright- 
hued, non-breakable, non- 
fading lumarith. 


@ Pleasing to the eyes, 
smooth to the touch, easy 
to clean and keep clean. 


@ The soft, neutral tone 
beige-mottied lumarith at 
the leading end of the 
handle averts eye-fatigue. 
Knurling near the tip gives 
the index finger a firm grip. 


@ Made in U.S.A 


@ Send QUICKMAIL COU- 
PON NO. 71 for broadside 
showing styli in actual 
size and color. 


THE TECHNYGRAPH, TECHNY, ILLINOIS 
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COOK: STAINLESS STEEL FILE SIGNALS 


FREE - - THIS CARD O 
ACTUAL SAMPLES 


This handy card contains a full assort- 
ment of Cook’s Stainless Steel (non- 
tarnishing) File Signals in 12 non-chip- 
ping colors. A highly useful, ready 
reference “catalog” of signals for every 
modern filing system. Glad to furnish one 


or more on request. Use QUICKMAIL 
COUPON No. 13. 


THE H. C. COOK CO., 18 BEAVER ST., ANSONIA, CONN. 


Every Cook Product Unconditionally Guaranteed — 


NOESTING PIN TICKET CO,, INC. 
728 E 136th Street, New York, Bi Y. 


To answer the above ad use QUICKMAIL COUPON No. 70 
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STAINLESS STEEL FILE SIGNALS 


QUICKMAIL 
COUPON no 


HYGIENIC ENVELOPE SEALER 


The Hanp SEALER that gives machine speed 
and volume—Rapidly and efficiently moistens 
and seals envelopes... . 


CLEAN RAPID INDESTRUCTIBLE 
WILL NOT RUST WILL NOT LEAK 
SPEEDS UP MAILING 


PRICE $2.00 Each 


Write for details or consult your dealer. 


LITTLE & COMPANY 


Established 1906 
150 Chestnut St. Providence, R. I. 


SMALL ROLL PRODUCTS 
TO FIT EVERY NEED 


You will find quality perfection rolls full diameter. They 
are accurately slit and guaranteed to be uniform. Send 
QUICKMAIL COUPON No. 30 for complete details. 


ADDING MACHINE 


MAILING MACHINE 


CASH REGISTER MORSEGRAPH 
RIBBON PAPER FIRE ALARM 
POLICE REGISTER DIE WIPING 


TELETYPE TICKET TAPE 


Perfection Rolls Are Perfect in Every Detail 


PAPER MANUFACTURERS CO. 


PHILADELPHIA, PENNA. 
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 Neesting considers QUALITY 
of first importance. 
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" Meet Every Modern Requirement 


SW EET’S (Unbreakable) 
Plastic Moulded Push Pins 


For hanging up and fastening down 
things. 

Streamlined and Decorative Styles. 
High lustre finish, made of expen- 
sive plastic in 9 colors. 

They can be easily pushed in by 
hand or hammered. Will support 
17 lbs. if driven in wood. 

Packed in bulk for industrial 
uses. 

Sold by leading jobbers and 


ilers. 
No. 10/144 Dealers’ 
Display Rack. 


H. E. SWEET MFG. CO. 


77 Norwood Avenue Edgewood, R. |. 


SCHOOL & COLLEGE SPECIALTIES 


Well-made numbers that appeal 


® Drafting Kits ® Dratting Tables 

® Tracing Papers ® Straight Edges 

© Lettering Guides ® Sandpaper Pencil Pointers 
® Erasing Shields ® Ink Eradicators 

® T-Squares Adhesives 

® Triangles ® Typewriter Cleaners 

® French Curves © Typewriter Oil 


Use QUICKMAIL COUPON No. 45 for Catalogue 


CARDINELL CORPORATION 


15 LABEL STREET MONTCLAIR, N. J. 


As you know, there are stencils and stencils—compare them all 


There’s a difference! 


Tempo Film—the 


But. be sure you gauge by patent-protected 


only stencil that solves your wasteful, costly 


problems of type-filling, type-cleaning, cutouts and roller swelling 


a few reasons why particular users prefer Tempo Film—.the all-time 


high in stencil values. 


Once tried, you'll prefer them too! So, 


don't delay—you can make the most of your stencil dollars now— 


if you stop to measure these extra values 


Mail this advertisement today for full de- 
tails, or send QUICKMAIL COUPON 52. 


MILO HARDING COMPANY 


435 West Pico Blvd., Los Angeles, Cal. 
416 Commonwealth Annex, Pittsburgh, Pa. 


From COAST to COAST 

office managers are saving 

money by getting our prices 
on rebuilt 


DICTAPHONE 
and EDIPHONE 


Write for prices—use Quickmail Coupon 


ive better transcription—truer tone— 


CYLINDERS new type bore reinforced with special 


fabric which strengthens, eliminates 
end chipping and 
breakage. 
Wictating Machine & Record Corp. 
156 E. 42nd St. 


Use QUICKMAIL 


COUPON 


New York, N. Y. 


Save 20% to 60% on 


ADDRESSOGRAPH 


ALL MERCHANDISE UNCONDITIONALLY GUARANTEED 
Write for our catalog and price list. 


MAILERS’ SERVICE & 


565—6th AVENUE 


MACHINES 
EQUIPMENT 
SUPPLIES 
PARTS 


Also Elliott, multigraph, 
mimeograph, sealing, folding, 
mailing machines and supplies. 


EQUIPMENT 


(Cor. 15th St.) 


co. 
NEW YORK CITY 
Cable—MAILSERV—NEW YORK 


Right Now WeWantto & 
BUY or EXCHANGE 249 


your old, or excess, office equipment. ——S 
We'll pay cash in advance—or give cr 
you a fair exchange—something of 
ours you need, for something of 
yours no longer used. Particularly 
interested in 


VISIBLE RECORD 
EQUIPMENT and 
OFFICE MACHINES Index, Globe Wern- 
Write, phone or wire icke and other vis- 
UNIVERSAL OFFICE | "panels “ond 
EQUIPMENT CO., INC. 


If you insist on buying 
ask your dealer about 
Universal's Guaranteed 
Rebuilts. 

Kerdex, Acme, Post 


calculators 
“The House That Confidence Built” ae 
561 Broadway New York City prea 
Cable “Uniquip’—New York 


To answer the above ad use QUICKMAIL COUPON No. 66 


January, 194] 


ALL STEEL 


$7.80 


_ CONSTRUCTED OF HEAVY GAUGE STEEL 


NU-MARK METAL PRODUCTS CORP. 
2117 N. Broadway i 


TYPEWRITER UTILITY TABLE 


‘ Homes and 
ices 
Manufacturers of 
Desk Organizers, 
Typewriters Stands, 
Book Ends, Combina- 
tion Filing & Stor- 
age Cabinets, Sort- 
ing Tray Stands, Fil- 
ing Stools and Dic- 
tionary Stands. 


FREE folder sent on 
request giving com- 
plete information 
abeut our line. 


Quality office 
equipment at right 
prices, sold on a 
guaranteed basis. 


26” High 
18” Deep 
32” Wide 


Furnished in Office 
Green & Walnut 


St. Louis, Mo. 


GEYER’S OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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MEASURE 
FILM STENCIL | 
Ps. | 
| 
| 
| 
). 
— | 


STURGIS 


STEEL CHAIRS 


MODERN COMFORTABLE SMART 


ARM SWIVEL CHAIR 


One of many popular models of square tubular office 
chairs. STURGIS chairs are also available in adjust- 
able posture types—A model for every need. 


Use QUICKMAIL COUPON No. 55 for 1941 Catalog 


STURGIS POSTURE CHAIR CO. 


Magnolia Street Sturgis, Michigan 


New Year's 


GREETINGS 


WITH BAGS FULL OF SALES 


—to bring you loads of prosperity for 1941. 
And to all, we extend a warm invitation to 
visit our dealers and select from their dis- 
play of newest creations in fine leather 
CASES and BAGS at the luggage Show 
in the 


PALMER HOUSE—FEB. 10 TO 13 


FRANK 
CHICAGO ECO, 


NEW YORK OFFICE: Harold Atwood, 280 Broadway 
“If it’s made with leather, MASHEK makes it Better.” 


To answer the above ad use QUICKMAIL COUPON No. 67 


STANDARDIZING BUSINESS PAPERS 


(Continued from page 58) 


having a continuing demand—the great majority—thiy 
represented annual usage. Based upon this figum 
definite stocks were determined upon, which the printe 
was authorized to establish and maintain during the 
life of his contract. These were called authorized 
stocks. They were intended to assure prompt servigs 
to the te ephone company and to give the printer the 
equivalent of standing orders which he could use ip 
arrang’ng manufacturing schedules for most economical 
production. 

Since the authorized stocks established the manu 
facturing quantities, they also established the quantity 
upon which the price of each form was based. The 
stocks were normally set to last three to four months, 
although for forms of limited use, where the smal 
quantity might involve excessive printing costs, the 
stocks were for longer periods. The authorized stocks 
permitted the printer to level his production, and to 
keep his organization busy replenishing the telephone 
company’s withdrawals at times when his business from 
other scurces was slack. The stocks were drawn on by 
the telephone company as required. 

The plan of having standard papers, specifications for 
each form, master plates, and authorized stocks, met 
with considerable favor among printers. Opportunities 
were afforded for savings in manufacture which were 
reflected in the bids submitted by the printers to the 
Western Electric Co.’s buyer, and very substantial 
reductions in the cost of business papers to the tele 
phone companies resulted. 

Purchase arrangements have undergone simplification 
over the years, until today printing for Bell System 
business papers is purchased literally on a square-ineh 
basis. The specifications continue to be used, a little 
more inclusive perhaps, but essentially the same, im 
cluding a price for each individual form. 

The price for printing each form, however, is based 
on its square-inch area. In submitting bids, the printer 
establishes his printing prices, or press work schedulé 
as it is called in the trade, in tabular arrangement 
according to square-inch area and quantity to be 
printed. The table shows that a form of 100 squar 
inches in 5000 quantity costs one price, in 10,000 quam 
tity another, etc. Composition and electrotype plate 
charges are also set at flat rates per square inch. Paper 
is priced on a pound basis, as formerly, according # 
the maximum number of cuts obtained from standard 
size sheets. 


Definite scales of prices are established for other § 


operations, including padding, collating, punching, bind 
ing, etc. This procedure greatly simplifies pricing of 
existing forms and permits immediate pricing of most 
new ones. It eliminates entirely the tedious task unde 


the old contracts of pricing each form individually, or 
at the same figure as another of the same size, quantity, 
style, and paper quality. Lithographic or offset print 
ing has also come into general use as a supplement té 
type printing, especially for the reproduction of sta 
tistical charts and material prepared by typewriter. 


LETTERGRAPH 
MIMEOGRAPH, Etc. 


PRICES 


THE HEYER CORPORATION - CHICAGO 


January, 19! 


¥ 
i Sold! 
Only 
~ 
No. 2800 
No. 551 | 
Qualily 


{ot 


10mical 

manu 

uantity 

- The 

nonths, 

a 30 Esterbrook RE-NEW-POINT styles 
oa to fill every business writing purpose 

ephone No other fountain pen meets every writing need 
s from so completely. Esterbrook is a business pen 
. on by —made for business use. Complete Fountain 
— Pens, black or colors, $1.00 and up. Re-New- 
S “a Points, replaceable by the user, 25¢ and up. 
unities THE ESTERBROOK PEN COMPANY 

h were 28 Cooper Street, Camden, N. J. 

to the or The Brown Brothers, Limited, Toronto, Canada 


FOUNTAIN PENS 
WORLD’S GREATEST PEN MAKERS SINCE 1858 


Erases a single letter or 
line. Typists approve of 
this Klenzo eraser, in 
paper pencil form, the 


handy junior size with 
brush attached. 
"THE STRING'S THE THING" 


534-B KLENZO JR. 
PENCIL CO. 


FULTON 
DATERS 
and 
ALL-WEATHER 
STAMP PADS 


ee Send for our 
Catalog 


FULTON 
SPECIALTY CO. 


Elizabeth, N. J. 
Sales Office: 200 Fifth Avenue, New York City 


PHILADELPHIA, U. S. A. 


To answer the above ad use QUICKMAIL COUPON No. 56 
January, 1941 
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USE THIS 
LJ Stenographers en- 
(odo thuse because it 
grips and holds in 
| place the assembled 
| inserted in the type- 
writer. Insures per- 
fect alignment and 
number of legible 
carbon copies. Num- 
bered right hand 
|| margin shows num- 


LIST PRICE EACH 


‘| ber of lines remain- 


Made only by 
CODO MANUFACTURING CORP 


| ing on sheet being 
| typewritten. 


The retail price of the CODO Carbon Gripper is 
25 cents, but it is enclosed free with each box af 
Super-Kote and Keen-Rite carbon papers. 


MANUFACTURING CORP. 


509 South Franklin St., Chicago 
270 Lafayette St., New York 
Factory Coraopolis, Pa. 


To answer the above ad use QUICKMAIL COUPON No. 69 
63 
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“SELECT” BRAND PRODUCTS! pypLICATING STENCILS. 


CANARY LEGAL PADS 
Manufactured from an_ excellent LARGE PRODUCTION 


quality Free Sheet stock 


WATERMARKED Means BED ROCK Pajces 


“SELECT WRITING” 
° A FIRST CLASS PRODUCT 
INDEX CARDS | FULLY GUARANTEED 


e 
SCHOOL FILLERS Can also supply seconds very cheap. 
TABLETS 


COMPOSITION BOOKS | WRITE TODAY 


SARGENT MANUFACTURING CO. 


NATIONAL PAD & TABLET CORP. 214 Mission Street San Francisco 


130 East 13th Street New York City Seal 
HERE’S ONE OF OUR MANY GREAT) 


These durable cast- | ML REPLACE Any Values FOR 1941, 
ers fill the need for 16" ZIPPER BAG 


a noiseless, easy- WITH END LOCK 
swivel wooden office 

Popular Zipper Top 
chair. Each set of Bag light 
overnight use or bus- 
four packed in at- | RUBBER 
tractive display box. SOFT —— ; i inforced frame and 
TREAD a bottom. Stands on 
SELF- - oe metal studs. Three 


Write for prices. LUBRI- roomy pockets. 
WRITE FOR NEW CATALOG 


The S. Rosen Mfg. Co., Inc. mm | | MURRAY RAT company 


m 114-124 S. CLINTON ST., CHICAGO, ILL. 
616 Piant Street Utica, N. Y. NEW YORK SAN FRANCISCO 


CARBON FAPERS | | A NEW DISCOVERY! 


INKED RIBBONS . . . In Hectograph Duplicating Compounds 


WRITE Brand products fill the ° 
most exacting requirements. More T 
clean, clear impressions assure WHat FOR YOU: 
economy and efficiency in every . Gives you twice as many clear 
office. copies . . . and they are clear! 
FOR quality, service and satisfac- oo 2. Can be re-used immediately—no 
tion buy WRITE. wa *é. need to let it stand first! 
3. Any kind of paper can be used; 

I pulls easily—without tearing! 

Ww R 4 T E See . Will not dry or deteriorate! 
5. Stays pure—can be. re-melted and 

INCORPORATED Sizes for all needa. Bec re-used indefinitely ! 


Your Dealer or _ send 
“Now Yok Quickmall CouroN ROSS LABORATORIES, INC. 


1488 MERCHANDISE MART CHICAGO, ILL. 


In Many Ways It Pays to | q> * + 

Insist on the “Original” ip t 

M 00 RE PUSHLESS HANGERS \ 
THUMBTACKS MAPTACKS 


It pays, not only because these indispensable MOORE 
are more satisfactory to use 

in the long run, but also because in the S 

line a will find an exceptionally wide variety. the purest 


PUSH-PINS with glass or aluminum heads. PUSII- f 
in 4 of paper cemen 
almost limitless variety. MAPTACKS of all sizes luti f high ; erials 
and colors. Illustrated and described in the MOORE contests 


Catalog, which will be sent to you upon request. fore always uniform, always dependable. 
once Your Stationer Can Supply You NON-INFLAMMABLE. Ask your supplier 


MOORE PUSH-PIN CO. to Harriman-Welts Products Co. 
113 BERKLEY STREET, PHILA., PA. 


GEYER’S OFFICE EQUIPMENT DIGEST January, 1! 
For Purchasing Agents, Controllers, Office Managers 
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4 Outstanding Lines in Great Demand 


i1—Five hundred different wedding favors and novelties. 2— 
The largest line of artistic glass animal miniatures in the world. 
3—Tricks and jokes, hundreds of best sellers. 4—St. Valentine, 
St. Patrick, Washington's Birthday and Easter decorations and 
favors. 


Send for our Brand New 56 Page Catalog No. 87 or be sure 
to visit us when in New York. 


Shackhman's 


34th ST. AND MADISON AVENUE, NEW YORK 


IT COST ME MONEY TO rorcer! | 


THIS MAN MAY BE 
IN YOUR ORGANIZATION . 


If so, he should use Mem Index, 
the famous memo system on 
cards—used by successful busi- 
ness people for more than 30 
years. One appointment or sales 
call forgotten can easily cost 
more than 100 MemIndex Sys- 
tems. New low cost outfit for 
1940-41. Dated cards for balance 


Two 
of 1940 free with purchase of HANDY UNITS 
outfit for 1941. POCKET CASE for 


temporary 
Write for Complete Information and DESK UNIT for 


Quantity Discounts. ent records. 


Wilson Memindex Co. tated = 


17 St. Paul St. Rochester, N. Y. both. 


of NEW 
ITEMS 


CA. 5-0990 


(BERNGRD ) 


TRACE 


“PUNCHET” TICKET PUNCH 


NEW punch of attractive modern design. 

It is full streamline and beautifully 
finished. It looks and is quality. Completely 
equipped. 9 die designs. Large reservoir. 
This No. 275 ‘‘Punchet” fills the need for a 
moderately priced punch sturdy enough to 
stand constant use. The quantity of punch 
designs gives a choice where several people 
are using punches. 


Use QUICKMAIL COUPON No. 10. 
THE WM. SCHOLLHORN CoO. 


New Haven Connecticut 


No. 275—5" 


THE MANAGERIAL FILE! 
For the busy EXECUTIVE 
demanding efficiency and privacy. 
A desk-side unit; fall-a-way top 
“Elevating” upper drawer 
Ball-bearing rollers 
Welded steel construction 
Satin finish bronze hardware 
Lock; and rubber-wheeled casters 
Efficient — Dependable — Serviceable — 
Attractive 
Priced low— a splendid value! 
Write for full details, NOW!! 
TRY OUR 4 BALL-BEARING 
ROLLER TRANSFER FILES! 


Northwest Metal Products Co. 


1337 E. MASON AVE. GREEN BAY, WIS. 


ENGEL, tne originator of Art 


Corners, now introduces the clever 


duo RANSPAIRO 
Or» 


Corners 


Made of black, white gold, green, 
orange, blue paper—with Transparo 
over all! Will mount pictures, etc., 
with either DECORATIVE or IN- 
VISIBLE effect. Send for samples 10e 
and full particulars. 


ENGEL ART CORNERS MFG. CO. 


4709-19 N. Clark St., Chicago, Ill. 


DEALERS want 
i this PREMIUM 


because it is different, 
valuable, handsome, useable 
| during all their working 
hours. We have a plan to 
help you increase sales by 
using Autodex. Write for 


ZEPHYR AMERICAN 


details today. Use QUICK- CORPORATION 
MAIL COUPON No. 47. 31 West 47th Street 
New York City 


January, 1941 


a pack of 66 


New Double Purpose Photo Album 


Ideal for Your 
Photo Records 


Handiest, most practical 
photo album ever! Visi- 
ble file of prints and 
films with full data, in 
sturdy, liandsome, loose- 
leaf binder. 


Send QUICKMAIL 
COUPON No. 39 for 

Z details and prices. 

Trussell Manufacturing Co. 
holds 60 PRINTS and 60 NEGATIVES 


Dept. G Poughkeepsie, N. Y. 


MAKES EVERY TYPE 
OF CHANGEABLE LET- 
TER SIGN, FROM THE 
SMALLEST DESK 
NAME TO THE LARG- 
EST BUILDING DI- 


ete. If it’s not in stock, we'll make it to 


GEYER’S OFFICE EQUIPMENT DIGEST 
For Purchasing Agents. Controllers, Office Managers 


ACME 


One of the wide variety of ACME office 
boards. Send for catalogs of prices, styles, 


Use QUICKMAIL COUPON No. 23 


BULLETIN & DIRECTORY 
BOARD CORPORATION 


37 East 12th St., New York City 
607 South Hill St., Los Angeles, Calif. 
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INDEX ADVERTISERS 
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Park Envelope Co.......... 36 
Acme Bulletin & Directory Board Harriman-Welts Products Co....... o4 j 
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Pen: 63 National Pad & Tablet Co., Inc..... 64 64 
Ever Ready Label Corp............. 66 Noesting Pin Ticket Co., Inc....... 60 Vier & 
F Northwest Metal Products Co....... W 
Faber, Eberhard, Pencil Co......... Wabash Cabinet 12 
Fifth Avenue Building.............. 13 9 Wholesale Typewriter Co........... 17 
Fulton Speciality Co................- 63 Old Town Ribbon & Carbon Co., Inc. 5 Wilson Mem Index Co...........-- 65 
Oxford Filing Supply Co........... 47 64 
i 3rd Cover 


CATALOG 


A REFERENCE BOOK FOR 
YOU. IN YOUR BUSINESS. 
WHATEVER IT I. 


) ANSWER THIS Al 


ise QUICKMAIL 
COUPON wo 


BECAUSE... since 'way back then, we've 
studied our customers’ needs and set up the 
organization to fill them... A LABEL FOR EVERY 
LABEL NEED... at prices YOU can afford to pay! 


BECA US E... our entire personnel is alive 
to this spirit pen and leadership. 


BECAUSE. equipmenf-and machines 
are as modern as our thinking; the-gummed 
paper we use is specially milled; our inks _ 
are full-bodied, full-color - - the best for labels. 


Woche YOUR MONEY SERVES US ONLY 


TO THE EXTENT OUR PRODUCT SERVES YOU!_| 


GEYER’S OFFICE EQUIPMENT DIGEST 


For Purchasing Agents, Controllers, Office Managers 
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; Ever Ready LABEL 
150 EAST 26th STREET NEW YORK, N.Y. Placa De Bing 
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14 Super-Filer establishes confidence 
} in the filing and finding of vital records 
= in the business office . . . it reduces 
* filing to four simple, easy steps...open 
. the drawer, part the contents, drop the 
. letter into place, close the drawer... 
effects a saving in floor space... pro- 


vides additional usable filing capacity. 


Super-Filer meets the four basic quali- 
fications of filing by providing instant 


accessibility, mechanized compression, 


> 
: maximum capacity in minimum floor 
‘ space and lifetime steel construction. 
! 

Super-Filer has the supported angle 
> 


spread ... accomplished by means of 


the swing front which opens as the 


drawer is opened and closes when 


the drawer is closed. Use QUICKMAIL 


COUPON xo 
THE GENERAL FIREPROOFING COMPANY « Youngstown, Ohio 


Products ly GF: Metal Desks, Aluminum Chairs, Filing Cabinets, 
Safes, Steel Shelving, Storage Cabinets, 


Filing Supplies 


y, 194h 
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For use in the preparation of original 
copy for Photo-Oftset, Mimeograph, 
Multilith, Duplimat, Spirit Duplicating, 
and Stencil Writing for your Bulletins, 
Sales Letters, Display Advertising, Port- 

folios, Broadsides, Booklets, Pamphlets, 


UNDERWOOD ELLIOTT FISHER COMPANY 


TYPEWRITER DIVISION 


ONE PARK AVENUE, NEW YORK, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 1 


No more ragged right margins: This new 4 
ynaerwood Master Typewriter equipped with the 
automatic Rignt Margin Justifyins Device evens 

jine at the will of the typist: with the right = 
margi2 justified: +ne original copy £°F any 4 
palanced appearance of type-set work. 
The expanding of snort Lines ana the con- > 
aensin& of 10né Lines, is spread over four 
qnches, and the airrerence in character spacing 
js not aetectadle- The result is & pleasingly 
This ynaerwood model equipped with the new 
4 automatic Right Margin Justifyine Device 
not only confined to this yind of work. It is Gi GE, 
a orrespondenct cypewriter and may pe used 
jnstantly for regular daily office work. C. = 
This machine may 218° pe equipped with AT 
another sur standing naerwoos feature» the M, 
automatic gtroke control, Wnich .controts the (46) NV. 
force of each typing stroke and gives even, 

yniform type jmpression® on master copy regard- 
3 3 Less of the uneven souch of the typist: 7 
This moael is available jn various car- ty 
riage widths» and variety of tyPe styles: 
Also, it may pe equipped with & carbon paper 

clear, clean, plack type jmpressiom on master 
you will ve snterested in the amazing as a 

results ovtained py the use of +nis Unaerwoot 
ELLiott Fisner jeveLopment on any of your re- 

call oF write our nearest Branch orfice +oday- 

py 


